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Local Workforce Development Boards (Local Boards) are expected to work with all of the required partners in their Local Workforce Development Areas to develop an agreement regarding the operations and vision of the local one-stop system as it relates to their shared services and customers. The Sample Memorandum of Understanding (MOU) Phase I Timeline included below is meant to be a technical assistance tool to help Local Boards chart out their MOU Phase I development process. As such, it should be used in whatever way best fits the needs of the Local Board.
The sample timeline contains a proposed schedule of activities and columns on either side to document the date of each completed or scheduled activity as well as any applicable updates or details. Please note, a timeline outlining all completed and upcoming activities must be submitted to Regional Advisors by May 13th, 2016.
SAMPLE MOU Phase I Timeline 

	Date 
Of Activity
	Schedule of Activities
	Status Update

	
	
Initial Meeting of All Partners

Suggested Activities
· Review the list of MOU provisions required under WIOA Section 121(c)
· Review the shared vision and outcomes of all partners as identified in WIOA and the California Unified Strategic Workforce Development Plan
· Establish a schedule and process for the development  of the MOU
· Establish partnership commitments and expectations
· Breakdown MOU provisions and establish workgroups to begin drafting 

	

	
	
Develop First Draft of Phase I of the MOU

Suggested Activities
· Workgroups convene
· Review Sample MOU language 
· Develop first draft(s)
· Identify any items or questions that require further discussion by all partners

	

	
	
Second Meeting of All Partners

Suggested Activities
· Review first draft(s) from workgroups and provide edits
· Discuss any unresolved items identified by workgroups
· Establish plan for development of a second draft

	

	
	
Develop Second Draft of Phase I of the MOU

Suggested Activities
· Workgroups and/or an assigned individual incorporate edits provided at last meeting
· Disseminate updated draft(s) to partners

	

	
	
Third Meeting of All Partners

Suggested Activities 
· Seek agreement on second draft of the MOU
· Decide if third draft is needed; if so, establish plan for development 
· If agree on second draft, establish plan for receiving signatures

	

	
	Obtain Signature of All Required Partners
	

	6/30/16
	Complete Phase I of the MOU
	






