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TIP SHEET 
 

 

Points to Address in a Memorandum of Understanding or Letter of Agreement: 

 

 State the names of the parties in the agreement and Point of Contact representing each party that is 
empowered to make decisions and ensure that commitments made in the agreement are fulfilled.  
 

 State specific dates indicating the start and end dates of the agreement. Include benchmark dates for on-
going review of the relationship if the period is 1 year or longer.  For example, if grant funding will be 
supporting the work, the period covered by the grant should be indicated, but the agreement period would 
be one year with renewal annually during the grant period.  

 

 Clearly identify purpose of the Agreement. Provide a brief statement of intention of the project, the 
intention of the collaboration in implementing the project, and the role of each party in the project 
implementation.  

 

 Identify the lead agency if applicable, along with a brief statement clarifying their responsibility and 
authority for program implementation. 

 

 Define program oversight and supervisory structure and define the activities this entails. 
 

 State program design/structure to address how the programs will work together in terms of process, 
daily activities, schedule, targeted ages, grievance procedures, and other relevant implementation 
processes. This could also reference the protocols established in a project manual.  

 

Overview: The Letter of Agreement (LOA) specifies a commitment by both parties to work together to 

address the specific points of a collaborative relationship. These details are outlined in a Letter of 

Agreement which is generally used to support a simple exchange of services or goods. More formal 

collaborations, such as those that involve the distribution of financial resources and formal program 

guidelines for reporting, should have a Memorandum of Understanding (MOU). Sometimes these terms are 

interchanged. Regardless of the option that best addresses your situation, all parties should demonstrate 

their agreement through signature. The following outlines the key points to consider in developing a 

document that facilitates a smooth program implementation through collaboration. A document that 

clearly addresses these points can result in the "seamless offering" you seek for the youth and families in 

your service area. 
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 Define roles and responsibilities to which each party will be held accountable. This should include 
specific deliverables that can be measured. For example, “will provide screening assessment for up to 10 
youth referred monthly”. Deliverables should be stated in a way that allows the achievement to be assessed 
clearly and leave no question as to expectations. 

 

 Outline financial arrangement (if applicable) so that it is clearly detailed and includes in-kind 
contributions, staffing, documentation, reporting, reimbursement procedures, and other related processes. 
Note: If there is no exchange of this sort, this should be stated so it is not be perceived as a possible omission.  

 

 State accountability and evaluation expectations for each party. Again, this might be done by 
referencing a program manual. Compliance with all monitoring and evaluation activities should be clearly 
defined. This should include outcome measures specific to each party, reporting schedule, and tracking and 
data collection systems.  

 

 State conditions for termination of the agreement. Sometimes things just don’t work out. A process for 
parting ways if problems occur will allow parties to honor the relationship despite unforeseen realities.  

 

 Signature of an authorized party is generally the last step, and should include the name, title, 
organization for each party involved, and date of signature.  

 

Keep in mind that the more you specify in the agreement, the fewer opportunities for confusion and 

misinterpretation as you move forward. Other points that might be included: 

 A brief history of each organization involved. 

 The name/title of the person responsible for implementation oversight at each organization. 

 A brief review of the history of collaboration among each of the partners.  

 

 


