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Definition:

Negotiating a mutually beneficial and satisfactory understanding between two or more parties.  While not legally binding, partnership agreement helps people reach an agreement in such a way that everyone feels positive about the agreement and motivated to do his/her best.

Partnership Agreement is a method of reaching agreement with others about:
· What needs to be done

· When it needs to be done

· Who will do it

· How it will be done

People trade expectations:
· They exchange what they need and want from each other

· They decide what they can give

· They establish mutually agreed upon roles & responsibilities

How to Contract:
· Trade expectations.  Negotiate who will do the work, how many meetings, phone calls, e-mails need to take place between each other and other committee members.  Negotiate what both you need and want from each other in terms of updates, method of communication, resources needed, training, etc..  Review the role and responsibilities of each person, applicable term limits and discuss goals.

· Be sure to discuss any areas of concern or potential conflicts for the either person.

· Contract behaviors, not feelings.

· Be certain you can give what you promise, and do not ask of the volunteer what he/she is unable to fully commit to doing.  Keep in mind that either party can say “No”.

· Plan how you will carry out the agreement.  Agree on a time frame when work should be completed.  Create an action plan and remember contracts are always negotiable.  

· Both parties involved should sign the final draft of the roles and responsibilities outlined, Action Plan (if you decide to create one) and the partnership agreement.

· Close the meeting.  Conclude by discussing next steps and commend each other for having gone through this process.  It will make both your lives much easier

The benefits of partnership agreement:

· Ability to reduce barriers, solve problems or prevent them before they arise

· Ability to negotiate and agree upon roles & responsibilities

· Provides a mechanism for accountability

· Provides a process for making a commitment on behalf of each party involved in the working relationship

During the Partnership Agreement Meeting:

· Share your roles and responsibilities with each other

· Confirm the understanding of each of your roles

· Share expectations

· Discuss term limits and need/process for transition/succession planning

· Discuss time requirements (# meetings, phone calls, etc.)

· Discuss communication methods and most convenient times to reach each other

· Discuss resources and training/orientation needs

· Assess the status of the volunteer committees (who served last year, needs for this year, individuals confirmed, positions left to recruit)

· Review the project timeline and types of reports and action plans needed

· Discuss needs for partnership agreement with other committee members and methods/plans to accomplish 

· Recap the agreement, write it down, sign it and “seal the deal”

Materials to Bring to the Meeting:

· Descriptions of Roles and Responsibilities

· Action Plans & Goals

· Supporting documents (i.e., Relay For Life Standards)

· Previous Year Meeting Minutes

· Current Year Sponsorship Packet (if done or last years’)

· Participant Packet

· Guidebook/”How To” Manual

Who should undergo a partnership agreement?

· Volunteer Chair/Co-Chair & Staff Partner

· Chair/Co-Chair, Staff Partner & Team Recruitment Chair (& Team Retention Chair if applicable)

· Chair/Co-Chair with each Subcommittee Chair

· Staff Member with other office staff members (as applicable)
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Volunteer Position Being Discussed __________________________________________
Between ___________________(volunteer) &  ____________________ (staff/volunteer)

Key Responsibilities of Volunteer Position:

1) 

2)

3)

4)

5)

Time Requirements:  # of Meetings ______ / Month  # of Phone Calls:  ______/Week

Best Method to Communicate:  __________________ Time of Day _________________

Length of Term _________
Training/Skill Development Needed: _________________
Key Responsibilities of other Volunteer or Staff:

1)

2)

3)

4)

5)

Availability:  # of Meetings ______/Month  
# of Phone Calls:  ______/Week

Best Method to Communicate:  __________________ Time of Day _________________

Other ACS/Event Responsibilities: ___________________________________________
Our Event Goals:  

# Teams _____  # Survivors _____  # Committee Members _____  Expense Ratio ____

__________________________/_______       __________________________/_______

Signature


      Date
    Signature



Date
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