COLLABORATION AGREEMENT

Instructions 
· Use this template to guide discussion and create a shared ground
· Discuss the questions below and write down your joint agreement
· Start by a round of introductions and what you wish for the collaboration
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	How we understand our collaboration

	What is the purpose of our collaboration and what are the key tasks involved?
	

	How do we use everyone’s strengths and align our expectations?
	



	How we organize our work	

	Where and how often do we meet?
(ITU/in-person/hybrid/online, …?)
	

	What working hours do we prefer – and how much time to invest?
	

	How do we facilitate our meetings effectively? (agenda, notes/log, check-in, follow-up, …?)
	

	How do we delegate work – and do we assign roles to rotate among us?
(facilitator, timekeeper, note-taker, …?)
	

	Do we share and store outcomes from meetings and/or preparations?
	

	How do we ensure everyone can participate comfortably? (any specific needs or challenges?)
	



	How we communicate

	How do we communicate with each other? (channels, response time, …?)
	

	How and when do we let each other know if we’re late or absent?
	

	How do we make decisions – if not all team members are present?
	

	How and when do we talk about problems or misunderstandings?
	

	How do we follow up if someone (repeatedly) breaks our agreements?
	




We agree to revisit this agreement at least once — starting on: ____________ (date)
	                                                                   STUDY & CAREER GUIDANCE  
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