TEMPLATE: Collaborative Agreement
About This Template:
· Use this document at the beginning of a new scientific collaboration to communicate and clarify expectations. 
· Not all sections of the template are needed, and additional sections not included in the template may be valuable.
· Conversation Openers are suggested prompts to initiate conversation with your team about each section topic. 
Purpose and Overall Goals
This section describes the overall vision for the collaboration.


Conversation Opener
· Why is this collaboration important?
· What does success look like?
· What problem are we trying to solve?

Roles and Responsibilities
This section describes who the collaborators are, the expertise they bring, and the expected contribution of each member.



Conversation Opener
· How will each member of this team contribute to project goals?
· What is each member’s time commitment capacity?
· Who will lead this team? How will leadership responsibilities be shared?
· Who will write the progress report/final report/manuscript?

Communication
This section describes how collaborators and their teams will communicate with each other.


Conversation Opener
· What is the best way to communicate when a quick response is needed?
· What kind of meeting duration and frequency is practicable for the team while ensuring project progress?
· Who will set meeting agenda and share meeting notes? 
· What tools and platforms are available to us for communication and sharing information? 

Decision-Making Process
This section describes how decisions will be made.


Conversation Opener
· What types of project decisions are important for you to be involved in?
· How can we make decisions that takes multiple perspectives into account?
· What practices can streamline our decision-making process?
· How will we document and share decisions made?

Conflict Management
This section describes the collaborators’ attitude towards conflict and how the team plans to constructively approach disagreements and differences.



Conversation Opener
· What are your experiences with conflict on a team? 
· What strategies have you found helpful to resolve conflict? 
· What strategies have you found helpful to invite different perspectives? 

Data Management
This section describes responsibilities and mechanisms for managing research data.


Conversation Opener
· What existing data will we use and what are the terms and conditions of using those datasets?
· What type of data will we generate during this project?
· What are the legal, ethical, and institutional guidelines that apply to the data we generate?
· What tools and resources are available to support data management?

Credit
This section describes how collaborators will benefit from the project, and how credit for project output will be shared among team members.


Conversation Opener
· How do you hope to be recognized for your contribution to this collaboration?
· What are our authorship criteria? 
· How will we determine order for authorship?
· What does “substantial contribution” look like? 
· Aside from authorship, how else can team members be recognized for contributions? 

Timeline and Milestones
This section describes how collaborators will benefit from the project, and how credit for project output will be shared among team members.


Conversation Opener
· What are the major phases or milestones of the project?
· What is the end point of the collaboration as we understand now? 
· What time constraints or deadlines do we need to keep in mind?
· Is our timeline realistic? 

Resources Requirements
This section describes the resources needed for the project, where they will come from, and how it will be allocated.


Conversation Opener
· What are the critical resources needed for the success of the project?
· What resources can each of us contribute to the project? 
· How can we allocate resources in a way that is fair and meets project priorities?

Conflict of Interest
This section describes the process for identifying and managing conflicts of interest.

Conversation Opener
· For full transparency, here are some potential conflicts of interest I would like to disclose…
· What governmental or institutional conflict of interest policies do we need to follow as a team?

Collaborative Agreement Checklist
Building on the work of Lancaster (1985), Govoni and Pierce (1997) identified seven “Cs” that are critical to successful collaboration. An effective collaborative agreement should embody each of these principles. Use the seven Cs as a checklist once you have drafted a collaborative agreement to lay a foundation for optimal team environment.
	COMPONENT
	DESCRIPTION
	SECTION WHERE IT CAN SHOW UP

	Contribution
	Time and effort of members with recognition of expertise
	Roles and Responsibilities
Data Management
Resource Requirements

	Communication
	Approaches for effective interaction of members (uninformed leads to disempowerment)
	Communication
Decision-Making Process
Conflict Management

	Commitment
	Mutual agreement so that attachment and engagement of members to goal occurs
	Purpose and Overall Goals
Timeline and Milestones
Resource Requirements

	Compatibility
	Team members fitting together and working effectively (respect and mutual understanding)
	Roles and Responsibilities
Decision-Making Process
Conflict Management

	Consensus
	Agreement between members throughout project
	Communication
Decision-Making Process
Conflict Management

	Credit
	Ownership of group efforts and findings
	Credit
Data Management

	Cohesion
	Unity of members toward goal
	Purpose and Overall Goals
Communication
Conflict Management
Team Transition


(Gaspar et al, 2016, modified)
Does your collaborative agreement support all of these principles?
How can you refine the agreement to better promote the seven Cs?
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