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Activity #1 - Partnership Quiz 

 

Instructions: Circle the best answer 

1. What is a partnership? 

a. Mutually beneficial relationship 

b. Collaborative process 

c. Solution that will benefit the whole community 

d. Common vision and implementation strategy 

e. All of the above 

 

2. What are some basic partnering principles? 

a. Building Trust and Respect 

b. Sharing Information 

c. Making a profit 

d. Teamwork 

e. a, b and d 

 

3. What makes a successful partnership? 

a. Shared vision and goals 

b. Strong leadership 

c. Committed participants 

d. Good communication  

e. All of the above 

 

4. What are the key responsibilities of partners? 

a. Promote the goals, objectives and work of the partnership 

b. Maintain open and honest communication with each other 

c. Maintain accurate records 

d. Monitor financial commitments to the partnership 

e. A, b, c and d 

 

5. Why do some partnerships fail? 

a. Lack of accomplishments; 
b. Lack of understanding and trust for each other 

c. Lack of commitment; 

d. A, b and c 

e. Lack of funding 
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6. Why should you analyse your internal/external environment before entering 

a partnership? 

a. To know your organization’s strengths and weaknesses 

b. To know who your main competitors are 

c. To take advantage of new opportunities  

d. A, b, c and e 

e. To choose the best partners 

 

7.  What is the main difference between formal and informal partnerships? 

a. Agreement amongst partners 

b. Shared vision and goals 

c. Formal agreement is written and signed 

d. Cooperation 

 

8. What is an advisory committee? 

a. A group of people 

b. Provides advice and assistance 

c. To Improve programs 

d. To implement changes 

e. A, b, c and d 

 

9. Why should your organization create an advisory committee? 

a. Get advice and assistance 

b. Collaboration with enterprises 

c. Stay current on labour market trends 

d. Better communication with community 

e. All of the above 

 

10. What are some of the main challenges of partnerships? 

a. Different approaches 

b. Partners disagree 

c. Changes in staff 

d. All of the above 

e. None of the above 
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Activity #2 – Why do you want a partnership?   

Part 1 - Instructions: Read each statement and check ONE or MORE of the following 

reasons for WHY you want to partner: 

 

I want to partner in order to:  

⎕ Acquire additional resources (staff, equipment, funding, etc.) to improve facilities and 

programs 

⎕ Be more efficient and avoid duplication 

⎕ Strengthen my institution 

⎕ Improve overall reputation of my institution 

⎕ Gain access to a larger customer market 

⎕ Enable the continuation or completion of a project 

⎕ Gain expertise and knowledge in a specific area 

⎕ Collaborate with an international organization 

⎕ Meet international standards 

⎕ Gain better profile in the community 

⎕ Other reasons (specify) ___________________________________________________________ 
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Part 2 - Instructions: Answer YES or NO to the following questions 

 

 Question Yes No 
1 Do you have the support of the management and staff for 

partnering? 
 

  

2 Has your institution examined alternatives to achieving your goals? 
 

  

3 Does your institution value working with other institutions and 
groups? 
 

  

4 Does your institution have the capacity to negotiate and sign an 
agreement with potential partners? 

  

5 Is your institution able to communicate effectively with potential 
partners? 
 

  

6 Do you have someone who can represent your institution in the 
process of identifying and entering into a partnership? Will this 
person be supported by your institution? 

  

7 Is your institution prepared and willing to devote resources (time 
of staff and volunteers, space, equipment, money, etc.) to the 
partnership? 

  

8 Is your institution ready to share decision-making authority with 
potential partners? 

  

9 Can your institution bring added-value (benefits) to the 
partnership?  
 

  

10 Is your institution ready to welcome and work with new partners? 
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Activity #3 – SWOT Worksheet  

Objective 
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SWOT Chart  

 

  

 
 

 

 

 SWOT 
What are our opportunities? 

•  Possible new markets? 

•  Strong economy? 

•  Weak market rivals? 

•  Emerging technologies? 

•  Growing of existing market? 

 

What are our Weaknesses? 

•  Outdated facilities? 

•  Inadequate R&D?  

•  Obsolete technologies? 

•  Weak management?  

•  Past planning failures? 

 

What are our strenghts? 

 • Manufacturing Efficiency 

•  Skilled Workforce?  

•  Good Market Share? 

•  Strong Financing?  

•  Superior Reputation 

 

 

What are our Threats? 

•  New Competitors 

•  Shortage of resources?  

•  Changing market tastes?  

•  New regulations? 

•  Substitute products? 

 

F
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Objectives 
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Activity #4 - Identifying Strategic Partners 

Identify 3 current or potential partner organizations.  What opportunities and challenges are there for 

forming/strengthening a partnership with each?   

   

Organization Benefits/Opportunities Challenges/Risks 

1. 

 

 

  

  

  

2. 

 

 

  

  

  

3.   

  

  

4.   

  

  

 
 
 
How does each set of resources and risks complement your organization’s resources 
and risks? 
 
 
 
 
 
Reviewing the opportunities and challenges of each, which is the highest priority to 
pursue? 
 
 
 
 
 
What do you need to clarify to prioritize your choices more confidently? 
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Writing a Letter of Intent 

A letter of intent is a document that precedes a written contract or agreement. It is not 

required before the delineation of a business deal, but sometimes it can be helpful in setting 

down the terms of a partnership.A letter of intent is typically written when two parties 

intend to collaborate together. Sometimes one party writes the letter of intent, or both 

parties write their own. It is a way for potential partners to become accustomed to how 

they might potentially work together, and to ascertain the desires of both parties. 

Generally a letter of intent should include the following: 

#1: Binding 

The letter of intent should state whether or not it is binding: do both parties agree to be 

held accountable for the contents of the letter of intent? If so, then the letter of intent 

becomes the precursor to the actual agreement, and nothing in the contract can contradict 

the language in the letter of intent. 

#2: Basic Scope of Business Partnership  

The first paragraph of a letter of intent should describe the basic scope of the partnership: 

type of partner, length of contract, basic terms, etc. It doesn't need to specifically detail 

every aspect of the partnership, but it should give the big picture for the association. 

#3: Predetermined Decisions  

Next, the letter of intent should state the terms and conditions to which both partners have 

already agreed. For example, the percentage of students that will be enrolled in the 

internship program, that should be included in this section of the letter of intent. 

#4: Desired Terms  

The party writing the letter should then describe the ideal partnership agreement from his 

or her perspective. This is not something to which you have already agreed, but something 

that will undergo negotiation later. Be as honest as you want in this section but just be 

aware that you most likely will not get everything that you want. 

#5: Disagreements  

If you and your prospective partner have already disagreed over a potential issue, state it 

here. Explain that you have not agreed upon the exact terms of this issue, but that it is 

currently on the table. 

#6: Method of Resolution  

How will you and your partner(s) reach resolution on the issue that have not yet been 

decided? Detail a date and time for resolution, and explain what will happen if resolution 

cannot be reached. 

#7: Statement of Intent 

The final section of your letter of intent should give your statement of intent. Reiterate your 

desire for a business relationship and explain what needs to be done in order to solidify the 

agreement. 
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Activity #5 - Striking a Deal the MOU Way 

 
SYNOPSIS: This is a role play in which the participants discuss ways of drafting and 
implementing a Memorandum of Understanding (MOU). The discussions of a possible MOU 
involves complex issues and require a sensitive approach to the other party's needs. This 
role-play will also develop the participant's BATNAs (Best Alternative to Negotiated 
Agreement).  
 
KEY LESSONS AND SKILLS: This role play will help the participants develop their 
negotiation strategies, think though their best alternatives to a negotiated settlement as 
well as develop their probing skills as they seek to identify the interests of the counter-
party.  
 
STRUCTURE & SETUP:  
 
Time Required:  20 minutes  

Number of Participants: 8 (4 vs 4) 

Materials Included: 

General information 

An MOU Sample tool set  

Confidential information for Joe Wu, Chief of Partnership and External Affairs Department 

at Ba Vi Community College. 

Confidential information about Karen Tran, Director of Economic Development at Sunbeach 

Golf Resort, Hanoi  
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How to reach an agreement 

HOW TO REACH AN AGREEMENT 
 
Different ideas 
 

The aim of this section is to: 
 

 Try  to  understand  why  people  have  different  views 
 Identify points of agreement and the points of difference 
 Reach consensus in a situation where people have different interests and  priorities 
 Co-operate  and  reach  a  win-win  solution 

 
When working with other people, you can’t always get your own way. Everyone must 
accept that people have different views. It is easier to co- operate with others and reach 
reasonable solutions if you try to understand the reasons people have for holding their 
opinions. 
 
If you all understand the reasons behind each other’s opinions, then it is easier to try to 
reach consensus. Reaching consensus means that everybody is ready to identify in which 
points they are ready to change their views and in which points this is not possible. 
 
In order to cooperate and reach a win-win solution you have to prioritise your points and 
decide which are the most  important  ones  for  you  and which are the ones you could 
change. 
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Planning Negotiation activity together   -  Activity 1: General Information 
 
Read the case study and fill in the negotiation table: 
 
Ba Vi Community College (BVCC) has decided to organize some soft skills activities for 
the final year’s students, this event will be held at BVCC.  After a couple of informal 
primary talks with a selection of potential partners,  the Department of External 
Affairs and Cooperation at BVCC has decided to contact one of its most reliable partners 
to be part of this one day event, the Sunbeach Golf Resort. The Sunbeach Golf Resort has 
always been supportive to BVCC, since they have employed many graduates and they 
provide internships to last year’s students in different fields related to administration and 
hospitality.  
 
BVCC is supported by WUSN a Norwegian NGO which supports the College technically 
(Volunteers) and financially (WUSN’s Sector Fund). Besides, BVCC is a member of VACC 
(Vietnam Association of Community College) and is registered under MOET and MOLISA’s 
regulations and status. The SunBeach Golf Resort is owned by a group of Australian and 
Singaporean Investors. 
 
Although, BVCC contacted the Sunbeach Golf Resort for a one day event (the Soft Skills 
Activity), The Department of External Affairs and Cooperation of BVCC wants to include this 
activity in a broader and sustainable formal agreement between the two parties. A delegation 
of 4 selected people (A working group) led by Mr. Wu from BVCC are supposed to meet 
Sunbeach Golf Resort’s director Mrs. Tran and his team to further discuss in details the content 
of the MOU. 
 
The two parties agreed to meet today at The InterRegional Hotel in Ba Vi in order to negotiate 
the agreement. By the end of the day, they would like to strike a deal and establish a type of 
partnership between the 2 organizations. The 4 essential section of the MOU: 

1. Mission 
2. Purpose and Scope 
3. Responsibilities 
4. Term of Understanding 

 

…are the items on the agenda for today… 
 
 
 
 
 
 
 
 
 
 

Before starting the negotiation: In your group , discuss 3 issues that you agree to 
negotiate (and to what extent) with the counterpart organization,  
and 3 issues that you are not flexible with. 
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Outstanding issues 

Is the SunBeach 
Golf Resort 
prepared to 
negotiate on this 
point? (And to what 
extent?) 

Is the BVCC 
prepared to 
negotiate on this 
point? (And to 
what extent?) 

Can you agree? If yes, 
What did you decude? 

The SunBeach Golf Resort wants to present 
all activities in the best possible light and 
therefore wants to control all publicity 
regarding the future events. The BVCC wants 
to have its logo on every marketing materials 
and documents. 

   

The Sun Beach Golf Resort wants to have 
access at any time to a diverse number 
(5% of all graduates) of skilled workforce 
graduated from BVCC. But the BVCC doesn’t 
want to put a figure on the exact number of 
graduates send to the Golf Resort each year. 
They say that this number is variable every 
semester and depends on the labour market. 

   

The Sun Beach Golf resort wants to have 
limited access to Manual and Documents 
written and published by professors at BVCC, 
but this is not acceptable to the management 
of the BVCC. 

   

The SunBeach Golf resort is concerned 
because the BVCC is a “Public College” and 
may want to promote their affiliation 
with MOLISA and DOET; this would make 
this relationship even less desirable to 
certain Resort’s customers. They want to put 
a clause into the contract prohibiting this. 
The BVCC’s view is that they are a very 
pragmatic college whose membership is not 
political and they do not see the need for 
such a clause. Particularly as there is no 
existing clause in their partnership with 
other private Businesses. 

   

The SunBeach Golf Resort is interested in 
signing a 1 year contract, with a possibility 
of extention at the end of the first year, but 
they want this MOU to be reviewed after 6 
months. BVCC sees this MOU as a long term 
agreement. Therefore, they want this 
relationship to be sustainable in the long 
term. That is why BVCC wants to sign a 3 
years contract immediately. 

   

The Sun Beach Golf Resort is not 
responsible for funding the activities of a 
public school supported by a Norwegian 
organization, but they agree to provide the 
land and staff for each activity. 
BVCC wants The Sun Beach Golf Resort to 
pay for the administrative fees related to 
the activities and share 50% of the total 
Budget costs. (the other 50% will be funded 
by WUSN) 
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     Role Play: Your Negotiation Table 
 

Issues Can you agree? 
Yes or No 

To What extent? Range? (maximum 
Number or percentage or period) 

1) Publicity   
2) Graduates   
3) Manual and 
documents 

  

4) Affiliation with 
DOET and MOLISA 

  

5) Contract’s 
length 

  

6) Funding   
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Memorandum of Understanding 

Memorandum of Understanding between 
Your Organization 

And 
Partnering Organization 

 
 This Memorandum of Understanding (MOU) establishes a type of partnership between 
  your organization and partnering organization. 
 

I. MISSION  
 
Brief description of your organization.s mission. You might want to also include a  
sentence about the specific program if applicable. 
 
Brief description of partnering organization.s mission. 
 
Together, the Parties enter into this Memorandum of Understanding to mutually 

promote describe efforts that this partnership will promote e.g. health care or workforce 
development. Accordingly, your organization and partnering organization, operating 
under this MOU agree as follows: 

 
II. PURPOSE AND SCOPE  

 
Your organization and partnering organization . describe the intended results or 

effects that the organizations hope to achieve, and the area(s) that the specific activities 
will cover. 

 
1. Why are the organizations forming a collaboration? Benefits for the 

organization? 
2. Who is the target population? 
3. How does the target population benefit? 
 
Include issues of funding if necessary. For example, "Each organization of this 

 MOU is responsible for its own expenses related to this MOU. There will/will not be an 
 exchange of funds between the parties for tasks associated with this MOU." 
 

III. RESPONSIBILITIES  
 

  Each party will appoint a person to serve as the official contact and coordinate 
the activities of each organization in carrying out this MOU. The initial appointees of 
each organization are: 

 
 
 List contact persons with address and telephone information  
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  The organizations agree to the following tasks for this MOU: 
 
 Your organization will: 
 
  list tasks of your organization as bullet points  
 
 Partnering organization will: 
 
  list tasks of partnering organization as bullet points  
 
 Your organization and partnering organization will: 
 
  list shared tasks as bullet points 

 
IV. TERMS OF UNDERSTANDING  

  
  The term of this MOU is for a period of insert length of MOU, usually 1-3 years 
 from the effective date of this agreement and may be extended upon written mutual 

agreement. It shall be reviewed at least insert how often, usually annually to ensure that 
it is fulfilling its purpose and to make any necessary revisions. 

 
 Either organization may terminate this MOU upon thirty (30) days written 
notice without penalties or liabilities. 

 
  Authorization  
 

 The signing of this MOU is not a formal undertaking. It implies that the 
signatories will strive to reach, to the best of their ability, the objectives stated in the 
MOU. 
 
 On behalf of the organization I represent, I wish to sign this MOU and contribute 
to its further development. 
 
Your organization 
 

 Name               Date 
 Title 

Organization 
 
 
 
Partnering Organization: 
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Tools to develop MoU 

 

DEVELOPING A MEMORANDUM OF UNDERSTANDING 

OR A COMMON PLATFORM 

 

 

 

 Mandate  Outline what the group stands for, what it will 

do and, where appropriate, what it will NOT do  

Membership  Define criteria for who can join the group  

Participation  Define how members are expected to 

participate and contribute (e.g. Equally or 

according to their capacity?)  

Leadership  Agree on how and when leaders will be chosen  

Management  Decide on rules for decision-making, in 

particular for public messaging, and conflict 

management. When will members act as a 

group and when can they act individually? 

Who can act as spokespeople for the group? 

How will members communicate and share 

information? How will you plan activities and 

monitor progress?  

Relationships  Define the steps that will be taken to maintain 

and nurture the relationships  
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Activity #6 – Conflict Management Styles 

 

QUESTIONNAIRE 
 
Instructions: Listed below are 15 statements. Each statement provides a possible 
strategy for dealing with a conflict.  
 
Give each a numerical value:  

1=Always 2=Very often 3=Sometimes 4= Not very often 5= Rarely 
 
____ a. I argue my case with peers, colleagues and coworkers to demonstrate why my 
opinion is right.  
____ b. I try to reach compromises through negotiation.  
____ c. I attempt to meet the expectation of others.  
____ d. I seek to investigate issues with others in order to find solutions that are  
           acceptable to everyone.  
____ e. I am firm in resolve when it comes to defending my side of the issue.  
____ f. I try to avoid being singled out, keeping conflict with others to myself.  
____ g. I uphold my solutions to problems.  
____ h. I compromise in order to reach solutions.  
____ i.  I trade important information with others so problems can be solved together.  
____ j.  I avoid discussing my differences with others.  
____ k.  I try to accommodate the wishes of my peers and colleagues.  
____ l.  I seek to bring everyone's concerns out into the open in order to resolve  
           disputes in the best possible way.  
____ m. I put forward middles positions in efforts to break deadlocks.  
____ n.  I accept the recommendations of colleagues, peers, and coworkers.  
____ o.  I avoid hard feelings by keeping my disagreements with others to myself. 
 
Scoring: The 15 statements you just read are listed below under five categories. Each  
category contains the letters of three statements. Record the number you placed next to  
each statement. Calculate the total under each category. 
 

Style    Total 

Competing Shark a. e. g.  

Collaborating Owl d. i. l.  

Avoiding Turtle f. j. o.  

Accommodating 
Teddy Bear 

c. k. n.  

Compromising 
Fox 

b. h. m.  

 
Results: My dominant style is______________________________(Your LOWEST 
score) And my back-up style is_______________________________(Your second 
LOWEST score) 
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Shark  Competing  I win, you lose 
Sharks try to overpower opponents by forcing them to accept their solution to the 
conflict.   
Their goals are highly important to them, and relationships are of minor importance.  
They seek to achieve their goals at all costs.  They are not concerned with the needs of 
others and do not care if others like or accept them.  Sharks assume that conflicts are 
settled by one person winning and one person losing.  They want to be a winner.  
Winning gives sharks a sense of pride and achievement.  Losing gives them a sense of 
weakness, inadequacy and failure.  They try to win by attaching, overpowering, 
overwhelming, and intimidating. 
 
OWL  Collaborating    I win, you win 
Owls highly value their own goals and relationships.  They view conflict as a problem to 
be solved and to seek solution that achieves both their goals and the goals of the other 
person.   
Owls see conflicts as a means of improving relationships by reducing tensions between 
two persons.  They try to begin a discussion that identifies the conflict as a problem.  By 
seeking solutions that satisfy both themselves and the other person, owls maintain the 
relationship.   
Owls are not satisfied until a solution is found that achieves their goals and the other 
person’s goals.  They are not satisfied until the tensions and negative feelings have fully 
resolved. 
 
Fox  Compromising  Win a little, lose a little.  
Foxes are moderately concerned with their own goals and their relationship with others.  
Foxes seek a compromise; they give up part of their goals and persuade the other 
person in a conflict to give up part of their goals.  They seek a conflict solution in which 
both sides gain something; the middle ground between two extreme positions.  They are 
willing to sacrifice part of their goals and relationships in order to find agreement for the 
common good. 
 
 
Teddy Bear  Accommodating  I lose, you win 
To Teddy Bears, the relationship is of great importance while their own goals are of little 
importance.  Teddy Bears want to be accepted and liked by others.  They think that 
conflict should be avoided in favor of harmony and that people cannot discuss conflicts 
without damaging relationships.  They are afraid that if the conflict continues, someone 
will get hurt and that would ruin the relationship.  Teddy Bears say “I’ll give up my goals 
and let you have what you want, in order for you to like me.”  Teddy Bears try to smooth 
over the conflict out of fear of harming the relationship. 
 
Turtle  Avoiding  No winner, no loser 
Turtles withdraw into their shells to avoid conflicts.  They give up their goals and 
relationships, they stay away from the issues over which the conflict is taking place and 
from the people they are in conflict with.  Turtles believe it is easier to withdraw from a 
conflict than to face it. 
 
 



Activity #7 - Action Plan Template 

 
WHAT 

(objective) 

HOW 
(Actions/Activity) 

WHO 
(Responsible 

Person/s) 

WHEN 
(Expected 

Completion 
Date) 

MEASURABLES 
(How will you 

know?) 

RESOURCES 
(What will you 

need?) 
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Action Plan Sample 
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Advisory Committee Guidelines 

DEFINITIONS
 

 A group of volunteers that meets regularly on a long-term basis to provide advice 

and/or support to an institution. 

 A group of employers and employees who advise educators on the design, 

development, implementation, evaluation, maintenance, and revision of 

technical/occupational education programs.  

 Each advisory committee is made up of individuals with experience and expertise in 

the occupational field that the program serves. 

 

FUNCTIONS AND RESPONSIBILITIES
 

• Identify areas of change or expansion for the curriculum  
• Assist with evaluation of the program  
• Act as liaison between the community and the program  
• Provide opportunity for community input  
• Serve as resource people and identify available community resources  
• Develop ways to promote the program  
• Advise in the development of program objectives, course content and competencies  
• Advise on facilities and equipment needs 

 
ADVISORY COMMITTEES ROLES 

 

 
The roles of the advisory committee are to advise, assist, support, and advocate the 
technical/occupational education program. Advisory committees also provide 
specifications for a program and help to ensure the quality of program graduates. An 
advisory committee’s role is not to “rubber stamp” what already exists, but to offer 
suggestions for improvements that will help the program grow and expand. The positive 
roles an advisory committee can play include the following:  
 

• Validate and set parameters for your program  
• Assess program quality to ensure your program meets vocational standards and 

quality instruction  
• Serve as a source for industry information such as current and future employment 

outlooks, and new and emerging occupations  
• Help in developing good community relations  
• Act as a positive political force with school boards and administrators  
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• Serve as community resource for speakers, field trip sites, and instructor in-services 
to support your program  

• Provide insight into your program regarding instructional material, equipment, 
facilities, and student placement  

• Credibility  
• Assistance in adapting skill standards for local needs  

 

WHAT MAKES AN ADVISORY COMMITTEE EFFECTIVE?
 

An effective committee is one that knows that something positive will occur as a result of 
its work. The committee must decide what it wants to accomplish and then develop a plan 
to accomplish it.  
 
An advisory group is more likely to be effective at providing advice and support 
when: 
 
1.Institutional representatives (deans, directors, staff, faculty) genuinely desire the 
committee's input; 

2.The committee is comprised of knowledgeable, committed individuals whose interest in 
volunteering their own time is sustained by appropriate recognition and rewards; 

3.The committee's group processes and procedures for governance allow for regular 
meetings, a sense of engagement and ownership, and sufficient access to information about 
the program or institution so that the committee can offer useful advice and support; 

 4.The expectations about the roles of the committee in providing advice and support are 
clear, consistent, and well communicated. 

ADVISORY COMMITTEE STRUCTURE 
 

 
Governance 
Each advisory committee should develop and approve guidelines for operating procedures 
that constitute a formal, written description of how the committee operates. At a minimum, 
they should include:  
 

• Name of the committee  
• Purpose  
• Membership guidelines  
• Officers and corresponding duties  
• Meeting guidelines  
• Subcommittee details or assignments  
• Parliamentary authority or operating procedures  
• Amendment procedures  
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Selection of Members  
In addition to employers, membership to your advisor committee should be extended to 
individuals such as student representatives, parents, district members, and interested 
individuals. The total number of members should be somewhere between 5-10, with the 
majority from industry and hopefully with a balance that reflects the varied views and 
ethnic diversity of your community. Individuals selected by you to be part of your advisory 
committee should possess the following: 
 

 Successful, first-hand experience in your area of instruction 

 Understanding of various careers in your area  

 Willingness to devote time to committee activities  

 Energetic and enthusiastic attitude toward your program and career education in 

general  

 A strong sense of responsibility, civic-mindedness, and cooperation with the various 

segments of the community  

Selection of a Committee Chairperson  
A chairperson should be elected by the committee and be aware of their duties, including 

the following:  

• Establish meeting dates  
• Plan meetings with the assistance of the teacher  
• Plan committee activities and provide background information as needed  
• Maintain the necessary personal contacts with members and school personnel  
• Approve all announcements, notices, and other information sent to committee 

members  
• Preside over all meetings, lead discussions, and bring closure on key points of 

discussion  
 
 
Orientation of New Members 
The committee’s success will depend to a large extent on how well members understand 
their roles at the first meeting they attend. New and continuing advisory committee 
members should be regularly provided with information relative to the committee’s 
purpose, function, structure, and goals as expressed in the committee’s work plan. New-
member orientation could include a review of the member guide, the committee’s bylaws, 
and summaries of past accomplishments. Orientation meetings often involve tours of 
employer facilities and presentations about the program. Discussion of current issues that 
affect the program should also be included. Items in your orientation/member guide could 
include the following:  
 
 

• Background on the college  
• Admission policies  
• Mission statement and value statements  
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• Organizational chart  
• Programs offered  
• Program or cluster overview  
• Curriculum (scope and sequence) 
• Facilities and equipment  
• Roles and responsibilities (both individual and collective)  
• Membership and governance issues  
• Committee program of work and accomplishments  
• A master copy of the member/orientation guide should be kept on file and, if 

possible, should be posted on the web.  
 
Typically, in addition to the member/orientation guide, new members receive various 
resource materials. These could include college catalogs, class schedules, program 
brochures, departmental literature, student retention and placement statistics, and local 
economic development news.  
 

Meeting Preparation 

• Schedule advisory committee meetings at a time convenient for lay members to 
attend  

• Send a reminder letter along with a preliminary agenda of the coming meeting to 
each member about three weeks before a scheduled meeting, and invite suggestions 
of topics to include on the agenda  

• Provide lay members with maps of the campus, location of parking and meeting 
rooms, etc.  

• Provide parking permits for advisory members to facilitate their attendance at 
school meetings  

• Call each member to remind them just before the scheduled meeting  
• Have coordinators attend all committee meetings on their particular programs  
• Invite other instructors to sit in on committee meetings  

 
Meetings  

• Hold meetings in a comfortable and quiet room, free from interruptions  
• Provide refreshments at each committee meeting, if possible  
• Establish and maintain a climate of informality at committee meetings, encouraging 

a full interchange of information  
• Adhere to an organized time schedule  
• Ask members for recommendations and comments for improving the effectiveness 

of the committee and its meetings  
• Remember to listen more than speak  

 
 
 
Meeting Follow-up  

• Ensure that the minutes are complete and maintain an available file of minutes of all 
past committee meetings at the meeting  
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• Mail a copy of the minutes of the committee meeting as soon after the meeting as 
possible to all persons involved  

• Make prompt follow-up reports on recommended actions  
 

 
Advisory Member Resources  

• Telephone members when confirming facts or seeking advice  
• Attend industry programs when invited by members  
• Invite members to school functions such as graduation, open house, special exhibits, 

and career education events  
• Work through committee members to arrange a guided tour of industrial facilities 

or school field trips  
• Encourage instructors to visit and tour the facilities of industries to which their 

course relates  
 
Advisory Member Appreciation  

• Encourage school administrators to reward the committee’s efforts when particular 
goals have been achieved  

• Put a nameplate on donated equipment showing the contributing member’s name 
and firm  

• Recognize the efforts of a member who contributes outstanding service to the 
program by sending a letter to the person’s superior, a letter to his or her family, a 
letter of commendation to the person, or a release to the school and local 
newspapers, or by mentioning the service in a number of speeches.  
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APPENDIX A - Sample invitation to join an advisory committee 

 

August 5, 2000  

Dear :  

(Name of College) extends an invitation to you or your representative to participate as a 

member of the Advisory Committee.  

The main function of this Advisory Committee is to make recommendations for the 

improvement of the program offered by this district. Because of your experience and 

knowledge, we know you can make a valuable contribution. We hope you will accept this 

invitation and help us work toward the continued success of our class.  

Our meeting will be held on (day), (date, year) at (time) at (place with complete address). It 

will last no more than one hour.  

I hope you will join us. I will call you in a few days to answer any questions you may have. 

Please keep this letter on file for reference.  

Sincerely,  

(Name)  

Director 
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APPENDIX B: Sample Meeting Notice/Agenda  

(Letterhead)  

TO: Advisory Committee Members  

FROM: Jane Smith, Instructor  

SUBJECT: Advisory Committee Meeting  

Date: (Day, Date)  

Time: (Starting and Ending Time)  

Place: (Place)  

(Address)  

AGENDA 

I. Welcome and Statement of Purpose  

II. Introductions  

III. Approval of Minutes from Previous Minutes  

IV. Review of Course Outline and Competencies by Teacher  

V. Recommendations and Comments by Advisors  

a. Validation of Competencies  

b. Equipment  

c. Labor Market  

d. Facility  

VI. Articulation Report (if valid for course)  

VII. Special Agenda Items/Recommendations/Discusssion  

VIII. Election of Chairperson (if needed)  

IX. Schedule of Next Meeting  

X. Adjournment  

 
Thank you for agreeing to serve as a member of our advisory committee. You are helping to assure that 

TCOVE ROP continues to offer quality instruction to help meet the employment needs of today’s business and 

industry.  

RVSP by (Date) to (Name), (Phone) 
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APPENDIX C: Advisory Committee Meeting Minutes  

Date:  
Subject Area:  
Name: 
 

I. Welcome and Statement of Purpose  
II. Introductions  

 
Members Present:  
Members Absent:  
(Please make sure all members have signed the attendance roster)  

III. Approve Minutes from Previous Meeting  
IV. Review Course Outline and Competencies  
V. Recommendations/Comments by Advisors  
VI. Articulation Report (if valid for course)  

 
VII. Special Agenda Items/Recommendations/Discussion  
VIII. Election of the Chairperson (if needed)  
IX. Schedule of Next Meeting  
X. Adjournment  
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APPENDIX D: Sample Thank You Letter  

 
(Letterhead)  

(DATE)  
(NAME)  
(ADDRESS)  
(CITY)  
 
Dear :  
 
Thank you for serving on the TCOVE ROP Career Education Advisory Committee. Your 
contributions and enthusiasm were most helpful and will assist us in improving our 
program.  
It is a pleasure to have members from the business/industry community who are willing to 
contribute meaningful input and support to the occupational training programs offered by 
TCOVE ROP.  
 
Enclosed are the minutes of the advisory committee meeting for your information.  
Again, I want to thank you for your recommendations, time and effort in serving on this 
committee. I look forward to your continuing support.  
 
If I may be of help to you or your business, please feel free to call.  
 
Sincerely,  
(NAME)  
(PHONE)  
Enclosure 
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Occupational Advisory Committee Membership List/ 
Involvement Checklist/Sign-in Sheet 

 
Instructor:  School Year:     
Course Title:   ClassNumber:      
Course Date:  Location:        _____________ 
  
NOTE:  An occupational advisory committee composed of at least five members must 
meet annually. The majority of the members must be from the business/industry 
representing the occupations for which the training in this program is provided. The 
meeting shall have occurred within one year before proposal review.  
 
MEMBERSHIP LIST (List the names, titles, affiliations, address and phone number of 
the current school year committee members.) 
 
NAME TITLE/OCCUPATION AFFILIATION ADDRESS/PHONE 

1.    

2.    

3.    

4.    

5.    

6.    

7.    

8.    

9.    

10.    

 
INVOVLMENT CHECKLIST (Check to indicate that the designed action has been 
completed.) 
 

            The minutes of the                 meeting are attached 
   Date 
 
    Course Outline     Facility 
    Competencies list     Labor Market Information 
    Equipment requests    Safety Issues 
 

THIS FORM MUST BE ATTACHED AS A COVER SHEET TO MINUTES 
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Web Resources 

1) The Partnering Toolbook: An essential guide to cross-sector partnering (Ros Tennyson) 

www.theparneringinitiative.org 

2) The Case Study Toolbook: Partnering case studies as a tool for change 

www.globalhand.org 

3) Writing Guide for a Memorandum of Understanding (U.S Dept. of Homeland Security) 

www.safecomprogram.gov/SiteCollectionDocuments/MOU.pdf 

4) School-Business Partnerships, Making a positive difference for kids (Anchorage School District & 

Anchorage Chamber of Commerce) vol.112 8/06 

www.asdk12.org/forms/.../sbp_handbook.pdf 

5) International Partnership Agreements - Guidelines and Procedures (Georgia State University- The 

Office of International Affairs) 

www.gsu.edu/international-initiatives/IP_guidelines.html 

6) Action Steps for Businesses: A Guide to Developing Partnerships with Faith-Based and Community 

Organizations (FBCOs) (Social Policy Research Associates) 

www.spra.com 

7) Partnership Q&A: U.S Department of the Interior (August 2003) 

www.blm.gov/wo/st/en/prog/more/partnerships_home/tools/Frequent_Questions/frequent_questi

ons.html#A1 

8) Program Advisory Committees: A handbook for Faculty in Career and Technical Programs (Minnesota 

State Colleges and Universities) 

http://vfc6.project.mnscu.edu/index.asp?Type=B_BASIC&SEC={3BA72DEF-2CE5-4AD7-9FF7-

2B9356B02FDB} 

9) Sample Partnership Programs 

http://www.buildingcareers.org/samplepartnerships 

10) Guidelines and Procedures for International Partnership Agreements (Georgia State University) 

http://www.gsu.edu/international-initiatives/IP_guidelines.html 

http://www.theparneringinitiative.org/
http://www.globalhand.org/
http://www.safecomprogram.gov/SiteCollectionDocuments/MOU.pdf
http://www.asdk12.org/forms/.../sbp_handbook.pdf
http://www.gsu.edu/international-initiatives/IP_guidelines.html
http://www.spra.com/
http://www.blm.gov/wo/st/en/prog/more/partnerships_home/tools/Frequent_Questions/frequent_questions.html#A1
http://www.blm.gov/wo/st/en/prog/more/partnerships_home/tools/Frequent_Questions/frequent_questions.html#A1
http://vfc6.project.mnscu.edu/index.asp?Type=B_BASIC&SEC=%7b3BA72DEF-2CE5-4AD7-9FF7-2B9356B02FDB%7d
http://vfc6.project.mnscu.edu/index.asp?Type=B_BASIC&SEC=%7b3BA72DEF-2CE5-4AD7-9FF7-2B9356B02FDB%7d
http://www.buildingcareers.org/samplepartnerships
http://www.gsu.edu/international-initiatives/IP_guidelines.html

