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INTRODUCTION 

The evolution of CPDC Resident Services to Community Impact Strategies necessitates building strong 

partnerships, managing them efficiently and effectively and thorough impact planning and analysis. 

CPDC Community Impact Strategies has moved to a model where partnerships management rather 

that direct service provision is a key responsibility of on-site staff. 

Essential ingredients for any partnership to function well are the commitment of the parties to open 

and honest communication, a strong desire to make the partnership work, and the mutual goal of 

improving the lives of CPDC residents and the larger community. 

Successful partnership management is dependent on a healthy relationship of respect, accountability, 

commitment and cooperation. This guide will assist in clarifying partnership roles and expectations and 

in identifying, establishing, and maintaining the relationship. 
 

HOW TO USE THIS GUIDE 

This guide is designed to assist you in formalizing “strategic” partnerships which are of the most 

benefit and need of residents. 

This guide is intended to clarify the vetting process and working relationship between the parties 

involved and to formalize the understanding in an MOU, which can be used as a guide in maintaining 

alignment. The success of partner programs and services are heavily dependent on residents being 

able to access those services. This involves: 

 Knowing the partner’s services, objectives, target audience, eligibility, and/or referral 
processes; 

 Forming good working relationships with partner staff; 

 Clarifying roles and boundaries in working with residents; 

 Maintaining consistency and respect of partner relationships; 

 Knowing what partners have agreed to; 

 Having a basis to negotiate from when exceptional situations arise; and, 

 Having an agreed upon process for resolving differences. 

While the process of establishing a written MOU (recruiting a partner, vetting a partner, etc.) requires 

a fair amount of commitment and time to organize, the overall outcome will save hours of 

negotiations in the future. Having a guide will assist new staff and partners with familiarizing 

themselves with onboarding and performance requirements. 

PARTNERSHIP DEVELOPMENT 

The principles and philosophy that define the way CPDC operates may not be fully shared by current 

and potential partners. Therefore, it is important to discuss the principles that guide CPDC and reach 

agreement on common principles that we share with partners. 
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Who are Partners? 

Residents, property management, and service providers are all partners in a stable, healthy 

community. Residents have a voice and an active stake in decisions made for their community, 

families, and children. Property management has a vested interest in supporting the owner-interest, 

assets, and activities in the community because the Return on Investment (ROI) is good physical and 

fiscal infrastructure. Service providers seek the mutual benefit of expanding their enrollment, bringing 

to residents access to important programs and services, and fulfilling their organization’s mission. 

CPDC’s commitment as a partner is making certain that partners are collaborative, creating a mutually 

beneficial community of experience. 

CPDC contracts with property management for services but seeks to insure that beyond the physical 

asset, there is a genuine effort to establish good community relationships. Service providers provide 

access to enhanced and enriched on-site services that residents need or identify as important. These 

providers have to agree to a well-defined scope of work and provide data (scorecard) -- in formal 

documents (e.g. Memoranda of Understanding or contract) -- that help us to make decisions about 

their compliance with CPDC performance results and their impact on residents and their quality of life.  

Community Impact Strategies Managers are responsible for reviewing the scorecards, meeting 

consistently with partners, and bringing to the attention of the Regional any challenges or failures to 

comply with their agreement/contract.  Service providers are responsible for outreach, service 

delivery, and performance results. 

How Do I Know I Need a Partner? 

Community Impact Strategies Managers are not direct service providers, their role is to be a strategist. 

A strategist is defined as a person skilled in strategy. Strategy is defined as a careful plan or method 

and the art of devising or employing plans or stratagems toward a goal. Therefore, the role of 

Community Impact Strategies Managers is employing plans and that can only be done effectively by 

developing strategic partnership that achieve a goal. Partners are needed at every CPDC property to 

serve the needs and interests of residents for the mutual goal of improved quality of life. 

Understanding what partners are needed in your community and taking the steps to carefully plan is a 

function of an efficient Community Impact Strategist. A careful review of the CPDC Annual Survey is 

needed in addition to a review of community indicators (crime rates, job creation/loss, health factors, 

educational levels, etc.).  
 

Asset Mapping 

 Asset mapping helps to inventory the assets and capabilities in a community and is a positive 

way of identifying both the strengths and challenges of a community. 

 During resident engagement meetings (Network Nights), pieces of social history that reveal 

assets in the community often emerge. They help to identify how assets, that are often hidden 

or dormant, can be put together with others to bring to light previously unnoticed assets. 

Often, a story will emerge about the success of human capacity and the people who made it 

happen—people with community interests at heart. 
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 These meetings may also produce a picture (map or list) of those physical features, natural or 

built, that make the community a special place. In short, what are the gifts, talents and 

capacities of the residents at your site? (Experience, education, training, passion, etc.) 

 What are the most relevant local resources/institutions for community residents? (Job 

sources, schools, agencies, community centers, corporations, faith based organizations, non-

profits, other social services, civic associations, etc.) 

 Who are current community leaders, “go to” people in the community, and external 

community leaders, e.g. elders, elected representatives, etc.?(Informal leaders, ANC 

commissioner, state representatives, councilperson, etc.) 

 What is the level of computer technology knowledge, computer accessibility in your 

community?  
 

Networking 

 What are current means of community interaction and communication? (How does property 

management communicate with residents, residents with property management, current 

partners with the community, etc. (e.g. standing meetings, newspapers, phone, newsletters, 

web, social media, email, texting, etc.)? 

 Are these networks effective for identifying potential partners? What are their strengths? 

What are the challenges?  How can community networks be relied upon and improved? 

 Attend community events/meetings 

 Discuss resident relationships with potential partners or create secondary contacts to reach 

individuals, groups, services and/or organizations 

 Identify partners in the CPDC network that may be leveraged to provide programs/services in 

this community 

 Follow the Results Based Accountability (RBA) process to create a Community Impact Plan 

 You should now have a list of community interests and a short list of current and potential 

partners, who can provide services and/or programs that will assist you in achieving impact 

area performance results, as outlined in the Community Impact Plan 
 

CREATING EFFECTIVE PARTNERSHIPS 
1.   Partner Selection 

Work with your Senior Manager to identify potential partners and other organizations that 

offer high-quality and where possible evidence based services that address resident needs 

based on annual survey, asset mapping and networking 

 Ask for references -- the names and contact information for other organizations, schools, etc. 

the potential partner is currently working with 

2.   Research 

 Review potential partner agency websites to gain familiarity with the program and services 

they offer 
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Vetting: Meetings/Site Visits 

The first meeting needs to be structured in a way which allows all 

parties to participate openly and honestly and to come to a common 

understanding of the mutual benefits of partnering. Schedule 

meeting(s) to review and address questions related to the checklist and 

other forms the potential partner agency has submitted to CPDC. 

 Have a discussion with the potential partner. Utilize the 

‘Partner Selection Checklist and Questions’  

 Does the organization have the funding, staff and other 

resources necessary to implement and sustain successful 

programming? 

 Request documentation required by CPDC (insurance, 

background checks, etc.) 

 Request copies of any curricula, training manuals, etc. that will 

be used in the program under consideration 

 Utilize some or all of the Partner Vetting Toolkit in ETO 

Be sure to have face-to-face meetings with potential partner 

organization’s staff and administrators who will be directly involved in 

the delivery of the programs and services. 

Also, visit the potential partner organizations to observe programs of 

interest first- hand.  Ask to observe program sites serving participants 

similar to the resident population to be served at CPDC. Bring 

observation form (See Exhibit E) to complete and take notes.  Observe 

at least one site where the program of interest is being delivered. See 

interview and meeting questions (See Exhibit B). Prior to leaving, ask for 

references to contact after the meeting (See Exhibit C). 

After discussion with your Senior Manager and it is decided to move 

forward with the partnership a broader discussion with the Vice 

President of Community Impact Strategies may be prudent. 

Set Expectations/Establish Partnership 

Introduce your Community Impact Plan and Impact Area Framework. 

Additional areas that must be outlined are specific program targets, 

enrollment, protocols (emergency/accidental), scope of work, 

implementation of program, outreach/marketing, attendance, 

indicators, and lines of communication, contact person, fees and 

background checks, if applicable, and insurance requirements. 

Questions to Consider: 

 Are there groups of partners 

that can be utilized to cover 

resident interests/priorities? 

 Should the partner be 

considered to cover one 

service or a group of 

services? 

 Are there other services/ 

partners which should be 

involved? (These could be 

partners who work closely 

with residents) 

 Are there benefits to be 

gained by negotiating 

agreements between 

groups of partners? 

 Are there people that would 

be useful to involve because 

of their leadership ability or 

influence? It may be useful 

to make a list of people to 

approach so that this does 

not become a barrier to the 

process. 

 How will you secure the 

interest and involvement of 

the key players? 



 
 

 
 

7 
 

CIS - Guide to Partnership Management 

Establish partner performance results using the Impact Area Framework, terms, disclosures and 

expectations. Then, develop an MOU, contract (if applicable) (contracts must include W-9 and 

contractor checklist), leases and any other documentation necessary for the partnership.  

Please note: 

 Contracts are created for any fee for service program, project or activity. 

 Leases are negotiated by Asset Management and CPDC’s attorney. 

 

After the CIS Manager with support from their Senior Manager creates the MOU, it must be reviewed 

by the Vice President of Community Impact Strategies.  

 

See sample and template of a MOU and contract in Exhibit F.  
 

MANAGING AND MONITORING 

Plan and schedule dates to observe the partner program in action on site following MOU approval. 

There must be regularly scheduled (bi-weekly or bi-monthly) meetings with on-site partner program 

staff and the CIS Manager to address program successes and challenges. This is also an opportunity 

to; 

 review partner data and reports and upcoming report due dates, 

 provide feedback about progress toward Impact Area goals and how to increase the impact, 

 share program observations,  

 share calendars and dates for special activities and events hosted by CIS or other partners at 

your site. 

 discuss highlights, successes and failures, concerns, strategies to correct issues,  

 discuss level of effectiveness, targets, future plans,  

 share staff changes and needed staff to participant ratios,  

 and what worked and did not work. 
 

Reminder: Senior Managers should also be meeting with Managers to review data and progress… 

Indicators that Partnerships are Functioning Well 

 Enhanced professional relationships between partners 

 Strong communications between partners and residents 

 Positive performance results for residents 

 Increased Resident satisfaction 

 Increased Staff satisfaction 

 Timely and thorough reporting 

 Continual review and development of programs and services 
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EVALUATION AND REVIEW 

In addition to the monthly review of partner reports by CIS Managers, a specific end of year meeting 

(date in MOU) with the partner organizations is necessary. This end of year or end of term meeting 

should include recommendations and a request to continue, or discontinue the partnership. 

 

EXIT PLANNING 

If there is mutual agreement to continue the partnership, begin the process of drafting a new MOU 

(annually). If CPDC or the partner organization decides to discontinue the partnership, a meeting 

between administrative staff of both organizations should occur.  A transition or exit plan must be 

devised. Terminations and appeals will be reviewed by the Vice President of Community Impact 

Strategies for a final decision. 
 

 

WHEN TO USE A CONTRACT 

A contract should be used for “Vendors” or “Contractors” who are providing a program or service. 

Vendors can be characterized as an entity or business providing a one-day or short term service or 

product, like a bus company for transportation services, or a bouncy house for a party. Contractors 

can be categorized as an individual or business that is rendering a service. These services are short 

term or are a longer term if they are subordinate to a grant or a more formalized program. An 

examples of contractor would be a tutor that falls under a grant funded program. Services or 

programs for residents that last for over an extended period of time and are a formalized program 

should go through the full partnership vetting and on-boarding process that includes a 

Memorandum of Understanding (MOU). 
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PARTNERSHIP DEVELOPMENT PROGRESS CHECKLIST 

Step 1 - Know Your Community  
Community Impact Strategies Managers carefully plan with residents, stakeholders, and staff to 
identify the needs, assets, and interest of the community he/she works in. Then he/she executes 
multiple exercises to acquire information 
 Conduct Annual Resident Survey or other community needs assessments 
 Perform Asset Mapping 
 Engage in Networking 
 
Step 2 - Identify Organizations  
 Create a list of organizations you desire to partner with 
 Research organizations and fill out profiles (organizational and program) 
 Get approval from Senior Manager to advance the process 
 
Step 3 - Vetting the Organization  
 Utilize the Partner Vetting Packet.  Print blank vetting packet from within ETO 
 Meet with partner organization staff to get questions answered. 
 Visit their site for observations 
 Get references and check references 
 You may need to review the potential partner in more detail with Senior VP of Community Impact 

Strategies. 
 
Step 4 - Written Agreement  
 Write the MOU using CPDC’s template, if needed write a contract (using CPDC’s template) or submit 

information to Senior Manager to get a lease written.  
 Obtain ALL signatures 
 Maintain a file of signed partnership agreements and upload MOU into ETO  

 
Step 5 - Manage and Monitor the Partner (Ongoing) 
 “Add Partner Record” in ETO and “Add New Partner Project and Program” in ETO 
 Adhere to the a strict monthly reporting schedule (reports due by 10th of the next month), and send 

out “Partner Monthly Report” on schedule 
 Conduct biweekly/monthly meetings to gather highlights, challenges, etc.  
 At the end of the program and/or year, evaluate to identify if partner remains. If so re-write the 

MOU and/or Contract.  
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 Community Preservation and Development Corporation 
 

Contractor Onboarding Checklist 
 
 

Contract Information 

 
Service to be provided:       Service Location:       

CPDC Contract Supervisor:       
 

 
 

Contractor's Name:        Doing Business As:        Address:     

  

Address:       
 

City:          State:        Zip:       Phone:     

     Email:          

 

 
Contract Total:     $          Contract Start Date:        / 

  /20      Contract End Date:     

  /  /20     Contract Pay Rate:     $  per - Day, Hour, 

Week, Month    GL Account Code:           

Funding Source:       

 
 

Approvals 

 
CPDC Contract Manager:       Confirm W-9 Received by HR:       

Confirm Background Check Completed by HR:       Confirm Budget Authority:       

Signed Contract Attached:       

 
 

Accounting 

 
Fully Executed Contract:        W-9 Information Entered:        

Vendor ID Assigned:       

Master Contract Schedule Updated:       
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PARTNERSHIPS AND ETO 

In the same manner that interactions and engagements with residents are tracked in ETO, interactions with 

Partners must also be tracked in ETO. This section will detail the features and steps within ETO to properly 

document the partnership development, monitoring and termination process. 

Partners are entered into ETO as “Entities.” In ETO “Participants” are Residents and similarly “Entities” are 

Partners. Resident Services works with external partners that fall into two main ETO Entities categories: 

1. Referral Agencies – Organizations that resident services managers provide information about to 

residents, or make referrals to. Community Impact Strategies Managers are expected to know the Entity well, 

and ensure that residents will be able to connect with the provider and have their needs met.  

2. Service Providers – These are organizations that CPDC enters into a more formal agreement via a 

memorandum of understanding (MOU). Partners run projects and programs with clearly identified scopes. 

Service provider entities that are in a partnership process can be in a prospective, active, or inactive partner 

status. 

Before adding a new Partner into ETO, 

you can use the Quick Search Tab to 

review your current list of entities to 

avoid attempting to enter a duplicate 

record. 

 Step 1 – Add Partner Record 

After you have identified a potential partner, completed the 

vetting process and on-boarding process then the first step is 

to “Add Partner Record.”  

1. Select “Add Partner Record” on the home page.  

2. In the Add New Partner screen, enter the 

organization’s name or title. 

3. Select “Service Providers” ONLY as the Entity Type. Do 

not select another Entity Type. 

4. Select the Referral Agency, and/or Active Partner as the Entity Sub-type to indicate what kind of 

Service Provider the partner is. Once the organization is recorded for the first time, you can come back 

to the partner (entity) record and classify it with multiple sub-types.   

5. Complete the organization’s main contact and address information 

6. Enter all the contact information you will need to maintain an ongoing relationship with the 

organization.  Make sure to include the contacts’ title and a brief note about the individual or the 

organization and detail why the individual contact person is relevant for CPDC. 
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Step 2 – Add New Partner Project or Program 

Once you have created and saved your new Partner (Entity) via 

“Add Partner Record,” now you need to create the project or 

program in ETO by selecting “Add New Partner Project or 

Program.” Select the newly added Partner from the list and then 

select “Continue.” 

Then, complete the 

“Partner Project or Program 

Details and Targets” 

TouchPoint. 

Once this TouchPoint is 

completed you can now send out Partner Project or Program Monthly Reports via ETO Engage. 

Here is a snapshot of a sample Partner Dashboard… 
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Useful Partner Profiles Vetting Tools  

Additional tools have been created to aide in the partner vetting process. These forms can be printed out from 

ETO to aide in the partner vetting process. 

By Selecting “CPDC Forms Blank Templates” on your home 

page you can generate blank copies of the Partner Profiles 

and all of the Partner Vetting Tools detailed below.  

Partner Organizational Profile (A1) - Complete this form 

after identifying potential/prospective partner. This form will be completed and revised as the partnership 

evolves.  Complete a separate Partner Program Profile Form per program. Partner Program Profile Forms are 

sub-forms to this organizational level form. 

Partner Program Profile(s) (A2) - Complete this sub-form after completing the primary Partner Organizational 

Profile Form.  CISM and CISSM should meet and review all information gathered about the organization and 

programs. 

Partner Selection Checklist and Questions (A3) – This form provides a list of relevant questions to help you 

evaluate whether or not an organization/program would meet the partnership requirements of CPDC 

Community Impact Strategies and the unique needs of your CPDC site. Complete this form after meeting with 

potential partner.  You may need more than one contact with the organization/program before you complete 

this form.   

Potential Partner Reference Check(s) (B) - This form is used to conduct a potential partner reference check.  

Each question is weighted with one point for a total of ten points for the reference check.  A reference check 

'passes' if the total points are greater or equal than seven points.  A minimum of two reference checks must be 

conducted for the partner being vetted.  (You need to make copies of the template for your multiple reference 

checks). 

Partner Observation Sheet (C) - Use this form to conduct observations of potential or prospective partners 

during delivery of services. Select whether or not the program meets or does not meet a CPDC program 

expectation.  This sheet will be used to complete a section of the partner scoring sheet (Form D).  ETO will 

compute the total score of all observations made.  Note that an observation will be marked with a value of '0' if 

not observed.  Note that each item in this form is worth 2 points for a total of 14 points. 

Partner Scoring Sheet (D) - After observing services, gathering reference checks, and filling out 

organizational/program profile, the CISM/CISSM will complete this form.  Then the RSM/RRSM will 

present/discuss findings with CIS Management.   

Note: If an organization does not have or cannot obtain the items in red (ESSENTIAL), CPDC will not engage the 

potential partner for services provision.  If an organization is missing an item that is in green (FUNDAMENTAL), 

identify the organization as developing and review the item with CIS management.  
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Should I record data in a Partner Report, in an “Activity”, in a “Session” or both? 

Partner program, project and/or initiative participation data can be stored as an activity, as a session or in a 

Partner Scorecard. However, we want to track in ETO participant or engagement with specific residents as 

often as possible. Therefore, if you have or can obtain attendance with names then you want to be sure to 

record this partner interaction in an “Activity” (if it is a one-time event) or in a “Session” (if it is an on-going 

program). If for some reason you are not able to obtain participant level attendance because there are legal 

restrictions or the event is too large to collect attendance, then you should make sure you receive or acquire 

scorecard data specific to services being provided by the partner that align with the Strategy Map for Resident 

Services. 

The data from these scorecards is compiled in the ‘Partners Strategy Map Data Report.’ A link to this report can 

be found on both the ETO Home page and the Entity Dashboard page under the “Partner Reports*” sections. 

Information will not be duplicated in a report if attendance date is recorded in an “Activity” or a “Session” and 

also in a Partner Scorecard. 
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8403 Colesville Road, Suite 1150 
Silver Spring, MD 20910 

202.895.8900  www.cpdc.org 

 

Memorandum of Understanding 
This Memorandum of Understanding (hereinafter referred to as “MOU”) is made and entered into this 23rd day of July, 
2017, by and between  (hereinafter referred to as ) and Community Preservation and 
Development Corporation (hereinafter referred to as “CPDC”), the owner of the multi-family residential community 
known as Mayfair Mansions (hereinafter referred to as the “Property”). 
 
Community Preservation and Development Corporation (CPDC), established in 1989, is a not-for-profit 501(c)3 
affordable housing company. We focus on both the long-term sustainability of properties and the quality of life of 
residents. We focus our attention on acquiring, preserving, and redeveloping affordable housing and within these 
communities we work with our residents and partners to establish strong community building programs. 

 

 is a 501(c)(3) organization based in Washington, DC. The mission of  is to nourish 
youth in the low- income communities with professional Dance/Art Curriculum that was specifically designed to 
introduce character building, confidence, coordination, team building, storage processing, health fitness, competitive 
and analytic thinking skills. The focus of this organization relies on the ability to mold community leaders and 
improving the academics of participants, by encouraging qualities needed to succeed in today's society.  has 
been offering classes since 2012 in targeted areas of Washington, DC. 
 

PURPOSE 
The purpose of this MOU is to define the components of the collaborative partnership between CPDC and  
regarding space usage, data sharing and outcome reporting for the purpose of conducting a series of hip- hop, jazz, 
and contemporary dance to a minimum of 50 participants.  offers highly intense dance technique, vocabulary, 
and choreography to all students (ages 3-21) with the potential and drive to dance. 
  

This memorandum of understanding will be in effect from July 29, 2017 through December 31, 2017 with the 
possibility of continued collaboration. Subsequent partner programming is contingent upon the success of 
the program and  achieving programmatic outcomes outlined in this MOU. 
 
SCOPE of WORK 
 

 will be operating at Mayfair and will meet with three groups of no more than 20 youth, 60% of the youth must be 
residents of Mayfair. The hours of operation are listed under program services.  will: 

 Maintain a file at Mayfair on each student with student interests and goals, attendance, and program 
schedules/materials. 

 Keep accurate attendance records 
 Provide timely and accurate responses to a Monthly ETO Engage Program Report. 
 Keep lesson plans and note materials used as well as student progress/reports. 
 Contact CISM,  monthly to review monthly program progress. 
 Continually consult with CISM and provide updates on student progress as well as concerns. 
 Provide timely notice of program cancellations or staffing issues. 
 Be available for meetings, with CPDC staff via in person and/or on conference calls. (At least 1X per month 

for about 1 hour starting on Friday August 1, 2017) 
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PROGRAM CONTACTS 
 
In the event that either party needs to be contacted for routine or emergency needs, we agree that the people in 
the staff roles listed below will handle any challenges related to the continued success of the program (i.e., 
physical and/or programmatic needs). 
 
Name/Title Phone/email Organization 

 
 

  

 
 CPDC-Mayfair Mansion 

 
 

 

 
CPDC 

 
 

  

 
 

 

FACILITIES 
 

CPDC agrees to provide space in the facility to  free of charge for the contracted dates of partnership. Program 
space includes shared office space, classroom space at designated times, and use of the computers. The usage of the 
facility outside the designated hours of operation needs to be requested in writing and preapproved by the Resident 
Service Manager. The lead staff will be assigned keys to the facility and a passcode to the alarm system after 
being assigned to the facility. All keys, codes, and passwords may not be changed, shared, or duplicated. In the case 
where keys, codes, or passwords, are lost or misplaced,  will incur the cost, if any, for replacement. 
 
PROGRAM SERVICES  

Location: Mayfair Mansions 

Program Focus: To conduct a series of hip-hop, jazz, and contemporary dance classes for a 

minimum of 50 participants at the Mayfair Mansions Community Center. 

Program Dates July 29th through December 31, 2017 

Provide Day of Week Tuesday & Wednesday (excluding the 4th Wednesday) ; and Saturdays 

Time Frame: 5pm-8pm (Tuesday-Wednesday); 9am-12pm (Saturdays) 

Room # Mayfair Mansions Assembly Room (depending on availability, half of the 

assembly room) 

Target Audience: Resident and Community members (ages 3 to 21 years of age) 

Monitored and Facilitated by:  

Capacity: 50 participants (minimum) 

 

GENERAL CURRICULUM OUTLINE AND SESSION SCHEDULE 

The curriculum of  will cultivate ambitious leaders in the Ward 7 community that will represent a 

positive movement through the form of dance.  specializes in Hip/Hop, Jazz and Contemporary 

dance style while offering highly intense dance technique, vocabulary, and choreography. The organization serves all 

students with the potential and drive to dance, ages 3- 21. They are now serving 91 students out of the 94 participants 

that are registered with our organization. The minimum amount of participants the organization will serve is one, 

which will result as a soloist when necessary or to provide direct attention for improvement and the minimum 

amount is 50 students. 
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PROGRAM OUTCOMES/BENCHMARKS 
 

1. At least 75% of the youth who enroll in the program will complete 75% or more of the sessions 
2. 60% of the youth who participate in the program will demonstrate an increase in physical activity knowledge. 
3. Children participating in the program will demonstrate stabilization or reduction of their body weight 

weigh-ins. 
 
ROLES AND RESPONSIBILITIES 
 
The PARTNER also agrees to the following: 
 

t agrees to coordinate with CPDC to provide outreach to residents of the local community by 

 Providing CIS Manager a monthly calendar of scheduled agenda, curriculum, programs, activities, and flyers. 
 Providing CIS Manager with data needed to meet program outcomes/benchmarks 
 Maintaining a database of all enrolled participants that include at a minimum their full name, address, 

telephone number and the name of the program they are enrolled in. 
 Providing CPDC with resumes of all staff, contractors and facilitators. Disseminate a customer satisfaction 

survey and/or a pre- and post-test to measure impact 
 Offering early registration to residents of CPDC properties. 
 Providing proof of attendance of enrolled participants 
 Maintaining the cleanliness of the facilities in use and ensuring that nothing is damaged at the community 

center 
 Reporting any and all damage or problems with the facilities immediately to CPDC Site Manager and/or CPDC 

Resident Services Staff 
 Have each participant complete registration forms to include emergency contact numbers, medical issues 

disclosure forms and permission to obtain emergency care (see attached) and any approval or authorization 
forms related to photo releases, field trip permission forms and other program related activities for all 
program participants. A copy of these files should be given to the CPDC Resident Services Site Manager. 

 Secure a student to teacher ratio of  10 (students): 1 (staff/adult volunteer) to ensure safety of participants 
and cleanliness of community center 

 Conduct background checks for all staff and volunteers and prohibit employment or volunteer opportunities 
to those who have been arrested or convicted of crimes against children or youth and the vulnerable. 

 Immediately inform CPDC of any special issues/incidents regarding either programmatic, the property or 
surrounding community. 

 Coordinate with CPDC to provide outreach to residents and the local community. 
 Provide CPDC with incident reports in writing at the request of CPDC. 
 Provide CPDC with the ETO Engage Monthly Reports in regards to  with the following data: 

 

Strategy 1.2: Increase  residents’ physical activity 

Program Performance Measures 
Frequency of Data 

Collection 
Target Actual 

# of participants enrolled in physical activity program Monthly   

# of residents enrolled in physical activity program  Monthly   

Residents average daily attendance in physical activity 
program 

Monthly   

# of residents who completed physical activity program  Monthly   

# of residents who reported increase in physical activity Monthly   
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Strategy 1.3: Increase residents’ knowledge to make better health choices by participating in health 
education activities 

Program Performance Measures 
Frequency of Data 

Collection 
Target Actual 

# of participants enrolled in health education program Monthly   

# of residents enrolled in health education program  Monthly   

Residents average daily attendance in health education 
program 

Monthly   

# of residents who completed health education program Monthly   

# of residents who participated in health education 
program who reported increased knowledge of better 
health choices  

Monthly   

 

CPDC agrees to: 
 

 Provide target population demographics and contact information to support program design and outreach 
efforts. 

 Provide monthly/quarterly reporting template tool. 
 Provide  with at least 1 week advance notice regarding any potential scheduling change and/or room 

reassignment. 
 Provide registration and enrollment information to residents in a timely manner. 
 Aggressively publicize the dance classes to ensure full enrollment. 
 Track program activity to understand the need for further programming. 
 Ensure that the programs space is maintained and kept in a neat and orderly fashion. 

 

CPDC and  agree to: 
 

 Share reporting information with each other in the interest of safety for the community, and commit to 

keeping confidential, whenever possible, the identity of the child or children involved in or reporting the 

incident. 

 The safety and well-being of children and vulnerable populations is of primary importance to both parties. 

Staff and/or volunteers of both organizations who receive a disclosure of child abuse or neglect will follow 

their agency’s reporting procedures. 

 Maintain continual telephone, email and in-person communication as needed during this start-up phase to 

address and troubleshoot any issues. 

 Set up meetings in conjunction and site visits between the onsite program staff of CPDC and  to 

discuss program status, updates, and concerns. 

 
This MOU is not intended to be a binding contract, and neither party will be able to “enforce” this MOU in any legal or 
technical sense. Rather, this MOU is intended to memorialize the Parties’ discussions and understandings, and to 
guide and facilitate the Parties’ efforts moving forward. 
 

Both Parties’ will be free to use this MOU in grant applications and for other purposes without the prior permission of 
the other party. 
 

This MOU shall be reviewed by the Parties on an annual basis, and can be modified at any time by the mutual 
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agreement of the Parties. 
 

PUBLIC RELATIONS/MARKETING 
 

Both CPDC and  will involve and inform each other about any events involving the program participants, 
including any print or media coverage about events.  in cooperation with CPDC will market programs to the 
participants. 
 

CPDC and  agree to place each other‘s logos on materials dedicated to the outreach and promotion of all 
programming. Prior permission of CPDC and/or ’s logo must be granted before use. 

 
FUNDRAISING 
 

In the event that any fundraising activities are suggested, implementation will require approval of both partnering 
parties via written consent. 
 

INSURANCE REQUIREMENTS 
A is responsible for insuring any business or personal property brought into the premises. 

Commercial General Liability 
 
Minimum Limits of 1,000,000 Each Occurrence/ $2,000,000 General Aggregates, $1,000,000 
Personal & Advertising 
Injury, $300,000 Tenant Legal Liability, and $2,000 in Medical Payments 

 Transfer of Rights of Recovery Endorsement in favor of CPDC 
 No Exclusions for Abuse or Molestation or Assault & Battery. No Exclusions or Limitation on Contractual 

o Liability 
 Add CPDC as Additional Insured 
 Deductible should be no more than $5,000 Each Claim. A deductible on a per occurrence basis is preferred 
 Social Service Professional Liability coverage with limit no less than $1,000,000 each occurrence/$1,000,000 

Annual Aggregate 
 

Workers Compensation – Waiver of Subrogation in favor of CPDC 
 

 
Umbrella or Excess Liability – At least a $1,000,000 Limit of Liability. Coverage should follow-form with primary 
General Liability and Auto Liability. 
 

 
Certificate of insurance should be provided to CPDC evidencing the Additional Insured and Waiver of Subrogation 
coverage.  

 
 

 
INDEMNIFICATION 
 

 shall be solely responsible for any and all taxes (state, federal and/or local), workers’ compensation insurance, 
disability payments, social security payments, unemployment insurance payments or any similar type of payment for 
its employees thereof and shall hold CPDC harmless from any and all such payments. 
 

 shall indemnify and save harmless CPDC, its agents, officers and employees from and against their sole and 
partial negligence, any and all claims, demands, suits, judgments, or settlements, for sums of money for or on account 
of personal injuries, property damage, or loss of life or property of any persons arising from or in any way connected 
with the performance of the project covered by this MOU.  expressly releases CPDC from any liability for any loses 
or damages suffered by , directly, from or in any way connected with the performance of this MOU. 
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IN WITNESS THEREOF, the parties have executed this Agreement as of the day and year above written. 
 
Either party may terminate this agreement without cause upon 30 days prior written notice to the other party hereto. 
 
 
Community Preservation and Development Corporation (CPDC) 
 
 
By:                               

         Date 

Senior VP of Community Impact Strategies  
 
 

) 
 
 

By:     

           Date 

  Executive Director 
 
 
 




