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Sample Agreements/Protocols 

Sample 1 – Rural Development Institute, Brandon University 
 

Community Collaboration Project 2005 - 2008 

 

THE RURAL DEVELOPMENT INSTITUTE AND 
ORGANIZATION NAME  

 
Purpose of the Agreement 

The Models for Rural Development and Community Capacity Building Program (The 
Models Program) is a research initiative designed to contribute to the understanding of 
what approaches (models) to community development and capacity building work in 
rural, remote and northern communities. The information developed will be used to 
inform all levels of government to support their decisions on programs and services for 
rural Canadians, as well as future policy directions. In addition to helping governments 
with their decision-making, the information developed will benefit the individuals, 
organizations and communities involved with the models and other projects aimed at 
community development and capacity building.  

The purpose of this document is to make clear agreed upon expectations between 
ORGANIZATION NAME and the Rural Development Institute in order to test a 
particular model, called the Community Collaboration Project, in PROVINCE.  

The Community Collaboration Project (CCP) is an innovative approach to community 
economic development and capacity building in rural areas. The vision of CCP is to 
encourage communities to explore and develop processes to increase their ability to 
address change and work toward becoming more sustainable. Community representatives 
come together to participate in Regional Round Tables (RRTs) and work with an 
advisory group to identify regional socio-economic challenges, find common solutions, 
and implement programs and projects that address regional needs. 

In light of discussions with the ORGANIZATION NAME, the Rural Development 
Institute is moving toward formalizing a project relationship. The Rural Development 
Institute (RDI) has set out the mutual expectations for the partners in the Community 
Collaboration Project in this document. RDI has a contract with the Rural Secretariat that 
extends until March 31st, 2008. However if either RDI or the ORGANIZATION NAME 
feel the Agreement is not working as intended and hoped for, there is a provision to 
terminate the project prior to this day. Please see Schedule A. 

Samantha Blostein
Source: Annis, R. C., Beattie, M., & Gibson, R. (2006). Sample agreements and protocols. In: Rural Development Institute's Regional Round Table Handbook for the Community Collaboration Process (pp. 67-102). Rural Development Institute, Brandon University. Brandon Manitoba.
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The Rural Development Institute of Brandon University is the project proponent and 
will manage and administer the Community Collaboration Project.   

The ORGANIZATION NAME is the organization selected as a community site in 
PROVINCE to form a Regional Round Table.  

The Rural Secretariat, Agriculture and Agri-Food Canada is financially supporting 
the Community Collaboration Project. References to “the Minister” in the document 
refers to the  Minister of Agriculture and Agri-Food or any person authorized to act on 
his or her behalf.  

What is the role of the Rural Development Institute?   

The Rural Development Institute of Brandon University is the project proponent and will 
manage and administer the Community Collaboration Project (CCP). RDI has funding 
from the Rural Secretariat, Agriculture and Agri-Food Canada under The Models 
Program. RDI is funded to undertake research to test the applicability and replicability of 
the Community Collaboration Project processes and to support the development of the 
Regional Round Tables (RRTs).  

The role of the Rural Development Institute will be: 

1. To report to the Rural Secretariat in Winnipeg and Ottawa. 
2. To liaise with both the Provincial Community Collaboration Project Advisory 

Group (subcommittees of the Provincial Rural Teams) and the Regional Round 
Tables. 

3. To attend any RRT meetings deemed critical to the Community Collaboration 
Project processes. 

4. To assist, when requested, in strengthening the collaboration process at the RRT 
and to help ensure successful outcomes.  

5. To convene an annual meeting of reps of all RRTs and Rural Team Advisory 
Group in order to share experiences and learn from one another. 

6. To document the CCP process so there is a strong record of the intention and 
impact of the RRT processes and to communicate lessons learned pertaining to 
the development of the RRT, evaluation and policy. 

7. To hold in confidence any information provided to us by any of the stakeholders 
which is deemed NOT in the public domain. At a minimum, RDI will report the 
activities of each of the RRTs and Rural Teams in order that there is a public 
record of the community development processes employed and projects 
undertaken. 

The Rural Development Institute will commit to strengthening and supporting RRTs 
selected for the Community Collaboration Project in 2005 and beyond in four specific 
ways. 
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a. RDI will bring information and resources to the RRT. It will also facilitate the 
early formation and structure of the RRT. When requested, RDI will facilitate 
dialogues at either a cross community or government representatives. 

b. RDI will attend, when appropriate, RRT meetings to facilitate, document, and 
share information and lessons learned across rural provincial teams and all RRTs 
engaged in the project. 

c. RDI will make a cash contribution to support the Regional Round Table. The 
exact amount of the contribution will depend on the Regional Round Table’s 
ability to leverage cash and/or in-kind contributions and will be based upon need 
and value. RDI will provide an amount of up to $100 000. This amount may also 
be subject to revision by the Minister should annual appropriations be changed by 
Parliament. See Schedule A. 

d. RDI will facilitate a participatory evaluation process.  
 
What is the role of the ORGANIZATION NAME?  
To implement the Community Collaboration Project process, the roles and 
responsibilities of the ORGANIZATION NAME will be to:  

1. Form a group of diverse, multi-stake holder members of the community who have 
the desire and commitment to work together to achieve common goals in order to 
form a Regional Round Table Advisory Group.  

2. Work with the Rural Development Institute to measure indicators required for 
project evaluation and for reporting, on a minimum annual basis.  

3. Share lessons learned about activities of the Regional Round Table and the 
PROVINCE Rural Team Advisory Group that will be made available to the 
public.  

4. Agree to provide resources (in-kind and/or cash) to support the creation and 
operation of the Regional Round Table. 

5. The Rural Development Institute will require from the ORGANIZATION 
NAME, on a quarterly basis, a financial accounting of the expenditures and 
reporting of any funds provided to them by the Rural Development Institute and 
also of funds that are leveraged from other sources that support the goals and 
purposes of this project. See Schedules A and B attached.  

Duration of this Agreement: January 12, 2005 to March 31, 2008. 

_____________________________________Chair, ORGANIZATION'S NAME 

_____________________________________Witness ________________________Date 
 
____________________________________Director of the Rural Development Institute 

___________________________________ Witness  _________________________Date 
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SCHEDULE A 
The Rural Development Institute and ORGANIZATION 

1. The Rural Development Institute anticipates that the Community Collaboration Project 
will extend until March 31st, 2008 but could be terminated sooner by mutual agreement.  

2. It is a requirement of Treasury Board Policy on Transfer payments that recipients of 
government funding declare any amounts owing to the federal government. (See Form 1) 
The ORGANIZATION'S NAME shall recognize that any amounts owed to the Crown 
may be off-set against any expenses claimed under this Agreement. 

3. The basis of payment for the flow of dollars and resources from Rural Development 
Institute to the ORGANIZATION'S NAME will be on an as required basis and on a 
submitted claim. 

4. There will be a requirement from the ORGANIZATION'S NAME to repay 
overpayments, unexpended balances and disallowed costs. Until repaid, the 
overpayments will constitute a debt to the Crown. 

5. Should the ORGANIZATION'S NAME fail to perform or comply with any terms, 
conditions or other obligations contained in this Agreement, for which it has 
responsibility, RDI may declare this agreement in default. If the Minister declares that an 
event of default has occurred, the Minister may, in addition to any remedy provided by 
law, exercise any of the following remedies; suspend the payment of any amount in 
respect of the contribution; or the ORGANIZATION'S NAME will be required to repay 
all or part of the contribution made with interest from the date of demand for repayment.  

6. Indemnification of the Minister and Brandon University. The ORGANIZATION'S 
NAME shall indemnify and save harmless and the university, his or her officers, servants 
and agents as well as Brandon University and its agents from and against all liability, 
claims, demands, losses, damages, actions including reasonable legal fees and 
disbursements and any other proceedings, whatsoever and by whomever made for injury, 
death, environmental impact or property damage arising out of the agreed upon activities 
and objectives. 

7. The ORGANIZATION'S NAME shall allow representatives of the Minister to have 
access to any records, information, databases, audit reports and other documentation for 
the purpose of audit and evaluation of the activities described in this Agreement, and for 
the verification of invoices with respect to payments made between RDI and the 
ORGANIZATION'S NAME. The ORGANIZATION'S NAME shall keep all records, 
information, databases, audit reports and all other documentation related to activities and 
associated expenses and costs for a period of six years from the date that the final activity 
under this Agreement is completed.  

8. Any interpretation of this understanding must in turn be subject to the terms and 
conditions of the agreement between the Rural Development Institute and the Rural 
Secretariat. 

9. Redress provision: Should there be a dispute between RDI and the ORGANIZATION'S 
NAME regarding the terms and conditions of this agreement, there will be two members 
selected by the ORGANIZATION'S NAME that will meet with the Director of the Rural 
Development Institute, the Brandon University Special projects officer, and two members 
of the Rural Secretariat. This group would ideally agree by consensus to a resolution of 
any disputes. If consensus can not be reached, the Rural Secretariat would have the 
ultimate decision making authority.  
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Sample 2 – Saskatchewan Population Health & Evaluation Research 
Unit (SPHERU), Universities of Regina & Saskatchewan 

Memorandum of Agreement 
for the 

[project title here] 
Introduction 

The ________________ (title of project) is a joint research project between 
________________ (specific names of communities and research team here).  The 
project is directed by a steering committee that includes representatives of each of the 
partner organizations. 

Details of Partner Organizations and Their Representatives 

[in this section we listed the specific names of research team members and the 
organizations they represent- this included both community and academic team members] 

 
Project Goal 

 
[specific details about the actual project are described here] 

 
Benefits to Community 

The steering committee of this project recognizes the need to develop a coordinated, 
capacity building and pro-active approach. Therefore, in addition to achieving the project 
goal outlined above, a number of short-term and long-term objectives have been 
identified.  

The short-term objectives include capacity building among team members, including 
community research assistants. There will be an exchange of organizational experience 
and expertise among the steering committee members and with the broader research 
team. Community research assistants and the project coordinator will be trained in 
research methods.  

The long-term objectives include the provision and coordination of _______ education 
and awareness programming to the participant communities and other communities 
across northern Saskatchewan. In addition, the materials used to train the community 
assistants in research ethics and methodology will be compiled as a package distributed 
to community partners for future use. 

Funding 
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This project is funded by the Canadian Institutes of Health Research (CIHR), through the 
Institute for Aboriginal Peoples’ Health (IAPH) and through the HIV/AIDS Research 
Program, a component of the Canadian Strategy on HIV/AIDS. The funds are located at 
the University of Regina. As principal investigator, ____________ (university PI here) is 
responsible to the CIHR and the University of Regina for the appropriate disposition of 
the funds and the ethical conduct of the project (as required by the University of Regina 
and Tri-council code of ethics). 
 
Purpose of this Memorandum of Agreement (MOA) 

The purpose of this MOA is to ensure the success of both the project and the partnership 
by laying out how the partnership will work to ensure confidentiality and effective 
communication and respect the values of involved communities. This is a living 
document, with the flexibility to respond to an evolving research partnership. 
 
This MOA sets out the ways in which we will work together in such areas as: 

recognizing shared principles, objectives and responsibilities; 
selecting media spokespeople;  
making decisions; 
protecting information throughout the project as well as after it is completed; and 
communicating results in meaningful and useful capacities for all partners 

 
Principles 

The underlying principles in our work together will be mutual respect; recognition of 
each other’s constituencies and interests, responsibility in carrying out commitments, 
sharing information, and capacity building in the exchange of organizational experience 
and expertise. The steering committee group is the conscience of the project. 
 
Responsibilities of Member Agencies and Local Governments 

General 
Representatives of participating communities, health care agencies, and research units, in 
guiding the research project, will ensure the validity of the research instrument and 
results. The local government representatives on the steering committee are integral 
members of the research team, working in partnership with academic and health services 
team members.  
 
Turnover in Steering Committee Membership or Organizational Leadership 

Each committee member is committed to ensuring ongoing representation from each of 
the partnership organizations. Steering committee members will assist in transitions in 
representation when necessary, ensuring continuity by selecting new members with 
interest and commitment in the issues being investigated.  

 
Agreement to Co-operate  
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The steering committee will consider ongoing issues of ethics and appropriateness from 
inception to the dissemination process. The steering committee will determine the 
principles and processes that will guide the research project.  
 
The steering committee will guide the design and implementation of the research 
instruments (e.g. focus groups and interview schedules and methods). 
 
The steering committee will ensure support, training and development of skills for 
participating community members, including workers on the research team. 
 
The steering committee will provide feedback on preliminary results of analysis, which 
will be sent to steering committee members as a project progress report. 
 
The steering committee will provide discussion and feedback on the results of findings 
from the interviews and focus groups, which will be presented at a meeting of the 
steering committee 
 
The steering committee members will be open to communication through conference 
calls and correspondence throughout the project. 
 
The steering committee will keep the participating communities and agencies informed of 
the progress of the project. 
Operational Policies 

1.   Decision Making/Conflict Resolution 
Decisions will be based on consensus (i.e., all members can live with the 
decision.) 
Those parties directly affected by a decision must be given the opportunity to be 
at the table to participate in the consensus process when that decision item is 
being discussed. 
Members will respect the ideas and concerns of others 
Discussions will focus on interests and concerns rather than positions and 
demands. 
Everyone will have an opportunity to speak. There will be no cross talking (i.e., 
only one person should be speaking at a time.) 
Members will try to understand the interests of others, whether they agree with 
them or not. 
Members will commit to fully explore issues, searching for solutions in a 
problem-solving and consensus-building atmosphere. 
Members will communicate the interests of the group they represent. If there is 
uncertainty as to whether that is the case, members will make that known. 
Any member may abstain from a decision to avoid preventing consensus. Minutes 
will note these occasions. 
In the event of conflict between two or more members of the research team, 
efforts will first be made to resolve them within the group. Should it be required, 
an external mediator will be used to help clarify issues and goals, facilitate 
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communication about the situation, and try to help the parties in conflict reach a 
constructive resolution. The mediator will not make decisions about who is right 
or wrong or how things should be resolved. All decisions are made by the parties 
in conflict.   

 
2.  Project Spokesperson 
 
Members of the steering committee will respond to media and other external 
communications requests by referring them to _______, who has been selected as the 
project spokesperson. _______ will brief Steering Committee members as requests are 
received. This is especially important for the community representatives who, depending 
on the nature of the request, may require approval from their respective organizations. 
_________ will include other team members in communication requests that address 
their particular contributions to the project.  
 
3.  Protection of Project Data 
During the Project 
During the project ___________ (PI name here), her research assistants, the project 
coordinator, and community based research assistants will be responsible for all research-
related materials, which include interview and focus group tapes and transcripts, and any 
confidential field notes. These materials will be kept under lock and key. Each of the 
individuals participating in any aspect of data management (from collection, through 
transcription, analysis, and storage) will sign a confidentiality agreement. Data collected 
throughout the project will be used for the purposes of this project only. 
 
At the End of the Project 

_______________ (University PI name here), in following the policies of the University 
of Regina Research Ethics Committee, will store the primary research materials for a 
period of three years after the completion of the project, after which it will be destroyed. 
During the period of storage, the data will not be used for any purpose other than was 
outlined for this project.  

 
Project data will be provided to the participants in the research, to the participating 
communities, to the health organizations in the North and Saskatchewan and to the 
universities in formats that protect the confidentiality of individual participants. 
 
4.  Communication of Project Progress and Results 

 

Throughout the Project 
In addition to face-to-face meetings and conference calls between Steering Committee 
members, a quarterly newsletter outlining progress will be produced. The quarterly 
newsletter will be suitable for distribution to council and health board members of the 
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participating organizations. The newsletter is the responsibility of the project coordinator, 
working with the principal investigator and other steering committee members as needed. 
 
Preliminary results will be presented in the form of an interim report, for review and 
discussion by Steering committee members. 
 
As opportunities for presenting findings arise for individual project team members, these 
will be brought forward to the steering committee for consideration and approval. 

At Project Completion 
Two versions of a final report will be produced. One version, which contains information 
specific to each of the participating communities, will be distributed only to these 
communities. A second version, stripped of details that would identify specific 
communities, will be released for public use. The public dissemination strategy may 
include a multimedia component, such as a video, that may be broadly used as an 
education/ awareness tool. 
 
Opportunities for the collective presentation of findings in written and oral formats will 
be pursued by team members. 
Consent Statement 

We, the undersigned, have read and understood the contents of this Memorandum of 
Agreement. We agree to act according to the principles and policies outlined above. 
 
Signed, (all research team members are listed) 
 
Date  Name  

Date  Name  

Date  Name  

Date  Name  

Date  Name  

Date  Name  

Date  Name  

Date  Name  

 
This document is provided by Saskatchewan Population Health and Evaluation Research Unit, Universities 
of Regina and Saskatchewan. 
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Sample 3 – Saskatchewan Population Health & Evaluation Research 
Unit (SPHERU), Universities of Regina & Saskatchewan 

MEMORANDUM OF AGREEMENT TO PARTICIPATE 
 
 

Project Title:  
 
The purpose of this memorandum is to provide the terms under which each community 
agrees to participate in the above project. The memorandum outlines the assistance 
provided by the community contact person and the products the researchers will return to 
the community.   
 
For the purposes of this project, the community contact will be [list the contact names 
and contact information].  
 
Primary Research Team:  List Names of Individuals 
 
The community contact agrees to: 
 

Assist the researchers with setting up meetings to interview key 
informants in the community 
Assist the researchers with setting up focus groups with Health Committee 
members and with community members 
Assist the researchers in identifying a community member who will be 
hired and trained to conduct interviews and assist with focus groups in the 
community 
Provide advice to the researchers on the appropriate methods of involving 
their community in this project  
Participate in periodic research team meetings to review the deliverables 
developed throughout the project 
Review information specific to their community to ensure that it 
accurately reflects their program information 

 
The researchers agree to: 
 

Provide a document reviewing the literature in the area of Aboriginal 
health and capacity building 
Hire and provide training for any community members who may be 
selected to assist with interviews and focus groups  
Provide community specific models of each program delivered in the 
community that relate to health 
Provide a copy of the deliverables for review and comments 
Provide a manual suggesting the types of information that could be 
collected to assist with program planning and evaluation 
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Provide ongoing updates on the project work through access to a web-site 
Where accessing a web-site is difficult, a CD-ROM of all the information 
will be provided at regular intervals 
At all times, the researchers will maintain confidentiality of information 
gathered from individual interviews and community focus groups   

 
This document describes the terms of reference for community agreement to participate 
in this project.  Individual informed written consent will be obtained from those who 
agree to participate in the interviews and focus groups. 
 
This memorandum will be reviewed periodically throughout the project to ensure that the 
project is being conducted in an appropriate manner in each community.  Additional 
points may be added throughout the duration of the project. 
 
 
____________________________    ___________________ 
Community Contact 
On behalf of [community name here]    Date 
 
 
 
 
 
____________________________    ___________________ 
Research Name      Date 
On behalf of the research team 
 
 
This document is provided by Saskatchewan Population Health and Evaluation Research Unit, 
Universities of Regina and Saskatchewan. 
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Sample 4 – Tl’azt’en Nation – University of Northern British Columbia 
 

 
This document is provided by the Tl’azt’en Nation – University of Northern British Columbia 
research project entitled, Preparing for Resource Management. More information can be found at 
http://cura.unbc.ca.  
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Sample 5 – Bayline Regional Round Table Terms of Reference 
 

 
These Terms of Reference have been provided as a sample courtesy of the Bayline Regional 
Round Table. For more information on the Bayline RRT visit http://baylinerrt.cimnet.ca.  
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Sample 6 - Research Agreement 

 
 
This sample research agreement is from the Guidelines for Health Research Involving Aboriginal Peoples 
(2006, Draft). This document is available at www.cihr-irsc.gc.ca/e/29134.html.  
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Sample 7- Tl’azt’en Nation - University of Northern British Columbia 
Governance Guidelines  

 
This document is provided by the Tl’azt’en Nation – University of Northern British Columbia research 
project entitled, Preparing for Resource Management. More information can be found at 
http://cura.unbc.ca.  
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Sample 8 - Oath of Confidentiality- Brandon University 
 
 
 
I,      , affirm that I will do disclose or make known any matter or 
thing related to the participants that comes to my knowledge during this project.  
 
 
 
 
            
Name        Date 
 
 
            
Witness       Date 
 
 


