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Coauthor agreement email

You can use a message like the following to clarify the process you plan to take with a coauthor
when you are leading the work. It is proactive in articulating the process and in respecting your
coauthor’s contributions and potential need for schedule flexibility. But it is also clear that you
won'’t pause indefinitely if the coauthor doesn’t respond, and that you will make final decisions
about incorporating feedback. Finally, it invites ideas for adjustments and implies that silence is
agreement, rather than doing something more formal like requiring a signature.

Make it less formal by shortening it or doing it verbally (though that invites miscommunication),

or add formality and accountability by using a signed agreement.

Dear [coauthor],

Thanks for agreeing to coauthor our upcoming paper on [topic]! I'm looking forward to
getting this work out into the world.

To confirm our conversation, here is how I plan to proceed. I'm working on outlining
the paper now and will start a first draft in a few weeks. I would love your feedback on
the outline and a few drafts to ensure the message and content are clear. I'll circulate
these to you along with a target time for collecting your reactions. I'll then do my best
to reconcile your ideas with other feedback.

I could also use your help documenting your test apparatus in the Methods section and
compiling results from your experiments. If you can draft the methods content now,
that would be great, and otherwise, I'll follow up with you about the specific content
I'll need.

I'll check in with you before I submit (and resubmit) to get any final feedback. If you
need a little more time to respond at any point, please let me know.

I hope that all sounds good, but please let me know if you have any other ideas.

Thanks!

[your name]
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