
Clarifying Mutual 
Expectations

Purpose of 
this tool:

Use this tool to identify what each partner is willing to 
contribute to the partnership and what they expect to 
gain from their involvement. By the end of the session,
you should have a clear idea of what each partner will 
contribute and whether this meets the partnership’s needs.



Part One

Each organisation draws up a list in two columns: 

What does your organisation expect to 
GIVE to the partnership in terms of:

What does your organisation hope to RECEIVE 
from the partnership?

•	Time  

•	Skills and expertise

•	Financial resources 

•	Other resources e.g., premises for meetings or activities 
 
Be as specific as possible. For example, write how many hours per 
week or month different people within your organisation will give to 
the partnership and include details of their seniority.  
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Part Two - Roles and Responsibilities 

Take the responses from the first part of the workshop and map these against different categories of contribution outlined below:

Partner Partner One Partner Two Partner Three Partner Four Partner Five

Financial contribution

People contribution 
(including time for 
meetings, service 
delivery etc.)

You may wish to divide 
this into:

•	 leadership team

•	managers

•	delivery staff
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Partner Partner One Partner Two Partner Three Partner Four Partner Five

Building/space 
contribution (for 
meetings, events and/
or service delivery)

Equipment contribution

Information/knowledge 
contribution

4



Part Three 

Discuss the proposed contributions against the following framework: 

•	 �Of the commitments the partners are willing to make, do 
they cover the management needs of the partnership? 
These could include: 
		  - Communications 
		  - Fundraising 
		  - Monitoring and evaluation 
		  - Governance 
		  - Funder reporting 
		  - Financial reporting

•	 �Are the expectations of what partners hope to give and 
receive realistic and achievable?

•	 �Do the contributions seem fair or are some organisations 
giving far more than others (for no specific reason)?

After the session:
Type up the notes from this session and circulate to all 
partners for sign-off. You may wish to use the content from 
this session to inform the development of your partnership 
budget and activity planning. You may wish to formalise the 
contributions each partner will make in your collaborative 
working agreement. 
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This toolkit was developed with support from City Bridge Trust, the funding arm 
of The City of London Corporation’s charity, Bridge House Estates (1035628).
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