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MEMORANDUM OF AGREEMENT   
[image: gallery-item]	
INTRODUCTION
Memorandum of Agreement Guidance

WCTF Donnelly Success Grants support partnerships that commit to working together to provide an occupationally focused training and placement program for unemployed or underemployed Massachusetts residents or a training and advancement program for Massachusetts workers. As evidence of the partnership, signed Memoranda of Agreement (MOAs) are required components of a WCTF Donnelly Success Grant application. The RFP permits Letters of Commitment (LOCs) as an alternative, but Commonwealth Corporation strongly encourages MOAs. General letters of support are not sufficient. The purpose of the MOA is to codify the goals, roles, responsibilities and commitments of individual partners (Individual Roles and Responsibilities) and of the partnership as a whole (Common Roles and Responsibilities). The WCTF Donnelly Success Grant requires that partnerships include a minimum of two employers operating in Massachusetts with current or anticipated demand for the target occupation. Every partner organization that will play a role in the program must sign an MOA, including employers, training providers, subcontractors, case management and support services providers, and educational institutions. Each partner’s commitments must be tailored to that partner and signed by that partner, either in a separate MOA or in its own section and signature block of a multi-partner MOA. The Grant strongly encourages close alignment with the MassHire Workforce Board and Career Center in the region/s that the program will serve. If MassHire is a formal partner, it signs an MOA like any other partner. If it is not, describe in Section 7 of the Program Narrative how the proposal aligns with regional workforce planning and services, and provide evidence of regional support.
In reviewing WCTF Donnelly Success Grant applications, Commonwealth Corporation evaluates the strength of each Memorandum of Agreement (MOA) or Letter of Commitment. The RFP scoring rubric awards up to 10 points for MOAs and commitments (specific, signed, consistent roles and commitments, including employer contributions and opportunities) and up to 20 points for partnership and employer engagement (appropriate partners, employers’ role in design and delivery, quantified demand, MassHire alignment, and shared ownership). Strong MOAs articulate shared goals and the roles, responsibilities, and commitments of each partner, including specific employer commitments to program design, interviews, work-based learning, hiring, or advancement.
Please Note: Proposal reviewers will compare the organizations that sign the MOAs or LOCs, and the commitments in them, against the FY27 Program Application Narrative Form. Partner names, roles, counts, occupations, dates, and contributions must be consistent across the narrative, the Training Timeline, the budget, the Match Contribution Forms, and the MOAs. If you propose more than one program, each requires its own narrative, so each MOA should name the program or programs it supports. The narrative sections that draw on your MOAs are:
· Section 1, Regional Occupational Demand: the employers named in the employer demand table and the openings they anticipate
· Section 3B, Recruitment, Assessment, and Selection: how employers will help design or carry out assessment and selection
· Section 4, Training Design and Delivery: each training organization and the topics it is responsible for; work-based learning arrangements and employer responsibilities; and how partners, including employers, will give regular feedback on training
· Section 5, Participant Supportive Services and Coaching: the partner resources and budgeted resources that address participant barriers
· Section 6, Job Development, Placement, and Post-Placement Services: each employer partner’s specific commitments and, for Option B, the employer-defined career pathway and advancement opportunities
· Section 7, Program Staffing, Management, and Budget: the partnership structure and the role of each partner, MassHire’s role, and any employer contributions to sustainability
· Section 8, Training Timeline: enrollment, completion, credential, and placement or advancement goals, which the anticipated openings and commitments in your employer MOAs should support
The RFP application materials include a Sample Memorandum of Agreement, and the TA Resource Library includes four example MOAs (an employer partner, a training provider, a community partner, and a MassHire partner). A strong MOA includes these components:
· Goals of the partnership 
· Specific activities and commitments that will be made by the partners 
· Term (period of operation) of the MOA 
· Partner Roles and Commitments (beginning with Common Roles & Expectations and then Individual Partner Roles & Expectations) 
· Employer commitments for each employer partner, including: the employer name, primary contact, target occupation, work location or region, and anticipated hiring or advancement period; the employer’s role in validating demand; shaping curriculum, credentials, work readiness expectations, and delivery; and designing or carrying out participant assessment and selection; quantified anticipated openings, interviews, work-based learning opportunities, hires, incumbent participants, promotions, and wage increases, as applicable; and job-quality conditions such as wages, schedules, benefits, and advancement opportunities. Employers do not need to commit to hiring a specific number of participants, but they are expected to indicate the number of openings they anticipate during the grant period.
· Resources and contributions from each partner, such as staff time, instructors, equipment, facilities, paid work experience, participant resources, or match, including the dollar value and dates of any contribution counted as match
· How the partnership will track progress toward hiring goals, and how the employer and lead applicant will communicate and adjust the approach if hiring needs or conditions change
· If work-based learning is included: its type, structure, and duration; the supervision arrangement; compensation or stipends; participant protections; and the employer’s responsibilities
· For Option B: the employer-defined career pathway, the advancement opportunities available, and how the employer will identify, document, and support participants’ advancement
· For training providers: the specific training topics each organization is responsible for
· Any commitments that will help sustain the program after WCTF funding ends, such as continued employer contributions, shared staffing or equipment, or curriculum integration
· Signatures of an authorized representative of each partner organization, dated within two months before the application submission date
Letters of Commitment are permitted under the RFP, but Commonwealth Corporation strongly encourages MOAs. If you choose to use Letters of Commitment, each LOC must include all the elements that you would find in an MOA, with each partner signing a separate LOC on its organization’s letterhead, with common language about the Goals, Term and Common Roles and Expectations, and language specific to its Individual Partner Roles and Expectations. A single general letter signed by multiple partners does not meet this requirement. The more specifically the commitments, roles and responsibilities are spelled out, the stronger the MOA or LOC.
Employer consortia: Employers may participate through a coordinated consortium, as described in the RFP. A collective agreement must still demonstrate sufficient demand, identify who can make commitments for each employer, and explain how the partnership will coordinate curriculum input, work-based learning, interviews, hiring, advancement, and reporting. These requirements are intended to establish credible commitment without limiting participation to large employers.



Tools and Resources to Assist in Developing the MOA/LOC 

Commonwealth Corporation Partnerships: A Workforce Development Practitioners Guide  
This document provides step by step guidance for developing workforce development partnerships and includes a Sample MOA (pages 83-86) 

Rhode Island Toolkit for Memorandums of Understanding: Industry & Community Workforce Partnerships  
This document defines the MOU, suggests key questions to consider in developing the MOU, and provides a text template and sample MOUs.  A Sample MOU can be found on pages 28-31.  Note: this toolkit uses the term MOU. For the WCTF Donnelly Success Grant, the required document is an MOA.
The report outlines the sections of the MOU to include: 
· Intent, Goals and Responsibilities – the purpose, issues that underlie the MOU, definition of terms and acronyms 
· Scope of Work - mutual expectations and obligations, detailed descriptions of individual partner expectations and obligations 
· Terms of the Agreement – effective dates 
· Authority – the signatory of the MOU should have signature authority and decision-making roles within the organization 
· Resources – any commitment of facilities, funds, staff time that is contributing toward the success of the partnership and may be used in a match budget 
· Performance Management Activities – check-in and review protocols and timelines 
· Final Authorization – signed and dated 

Sector Program Design Approach
This document provides an outline of the MOA as Step 5 (page 2) 
· Articulate a shared goal, which includes a commitment to preparing, placing and supporting the target population in the target occupation 
· Include timelines and resource requirements 
· Articulate the decision-making process and the role each partner will play in program development 
· Identify the resources each partner organization will commit to the program development effort and the individuals who have the authority to represent each partner organization 
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