HEADQUARTERS OPERATIONS MENTORING AGREEMENT 
(Adapted from the Training Connection, Inc.)


1. Our mutual objectives for this mentoring partnership are:

2. Our plan to achieve our mutual objectives is:

3. Role of the mentee: I will take ownership of the mentoring partnership by (i.e., staying engaged throughout the mentoring process, sending my mentor meeting notifications and reminders, coming prepared to meetings with topics and issues to discuss, follow through on tasks and developmental activities that my mentor suggests):

4. Role of the mentor: I will support my mentee's developmental process by (i.e., helping to develop and monitor his/her Mentoring Action Plan, sharing organizational insights, providing suggestions and/or contacts for expanding his/her network, acting as a sounding board, providing developmental experiences and feedback, sending out an email "nudge" if our regular contact begins to slip):


5. Meetings will be held (When):


6. Meetings will be held (Where):


7. Meetings will be held for (How long?):
a. 30 Minutes
b. 45 Minutes
c. 60 Minutes
d. Other
e. If other, please elaborate:

8. Who is responsible for initiating:
a. Mentee
b. Mentor
c. Both

9. We will determine that we have achieved the desired objectives by:








10. We plan to use the following communication tools to stay in contact:
a. [bookmark: _GoBack]Face-to-face
b. meetings
c. Connect at various business events (Conferences, Classes, Toastmasters, etc.)
d. Telephone conversations
e. Videoconferencing
f. Instant messaging
g. Email
h. Social networking tools (LinkedIn, Facebook, other)

11. We plan to gain commitment and support of the supervisor by (i.e., consulting with the supervisor before/during/after development of the Mentoring Action Plan, setting up a meeting with mentee, mentor, and supervisor, periodic updates):


12. We will honor the following confidentiality agreement (i.e., everything we discuss during our meetings and activities will stay between us, no disclosure will be made to the mentee’s supervisor without his/her consent):

13. We understand this is a volunteer partnership. We agree that either partner can withdraw from the partnership if the needs of either party are not being met or there is a lack of compatibility of goals. We will conclude the partnership by:
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