Organization Name: Executive Leadership Board: Advisor’s Name:

Date:
This document will be reviewed:

About Our Organization
· Our organization seeks to:
· We have a leadership board of [#] members:
· [names, positions, and email addresses of leadership members]
· Our constitution and bylaws that govern our organization [insert link to constitution on WIN page or other accessible place]
Role of Our Advisor Meeting Times:
Our organization regularly meets: [days, time, place, modality]
· We expect that our advisor will attend meetings and events on a predetermined schedule.
· Our advisor should plan on attending meetings: [frequency of meetings]
· Our advisor should plan on attending these events: [general dates or timelines of organization events]
· During meetings, our advisor will [remain silent, offer advice when asked, other items from the Meetings portion of the Advisor Expectations Checklist]
· We do not expect that our advisor will attend meetings on a predetermined schedule.

Executive Meetings:
· Executive board & the advisor will meet on a predetermined, regular basis.
· The advisor will meet with: [president, primary contact, all leadership, etc]
· Our meetings will be: [days, time, place, modality]
· During meetings, our advisor will [remain silent, offer advice when asked, other items from the Meetings portion of the Advisor Expectations Checklist]
· We do not expect that our advisor will meet with the executive board on a predetermined schedule.

Event Support:
Our organization has events each year: [list events and general dates]
· We plan to meet with our advisor in advance of these large events to review policy and risk.
· We will meet our advisor [#] [days, weeks, months] in advance of these events.

· At these meetings, our advisor should [expectations about advice or support advisors should offer, or other items from the Administration section of the Advisor Expectations Checklist]
· We do not plan to meet with our advisor in advance of these large events to review policy and risk.
· During events, our advisor will: [be present, volunteer, other items from the Events portion of the Advisor Expectations Checklist

Advising:
· Should there be conflict between members of the organizations, our advisor will be asked to mediate.
· Our advisor will be asked to mediate as soon as conflict arises.
· Our advisor will only be included following an attempt by our executive board to resolve it on our own.
· Our advisor will be asked to mediate conflict anytime it is requested by a member.
· Our advisor will only be asked to mediate conflict between members of our executive board. The executive board will mediate conflict between members.
· Should there be conflict between members of the organizations, our advisor will not be asked to mediate.

Finances:
Our organization acknowledges that our advisor is not a tax expert nor a financial advisor. Regarding the finances of the organization:
· Our advisor will support the management of organizational finances.
· Our advisor will meet with our financial contact on [regular, predetermined, as needed, etc] basis.
· Our advisor should only support with financial matters when asked.
· Organizational financial records will be shared with the advisor.
· Our advisor will be asked to support with the following financial matters:
· Balance sheets
· Grant requisition and management
· Fundraising
· Taxes and non-profit status
· Determining how we spend money
· Continuity of financial records during office transition
· Our advisor will not support the management of organizational finances.

Communication:
Our organization will communicate with our advisor on a
· Monthly basis
· Weekly basis
The best way to contact the advisor is:
The best way to contact the organizational leadership is:




Constitution/Bylaws
· Our constitution or bylaws explicitly state the role of an advisor.
· [outline or bullet any advisor roles, how they are selected and/or removed stated in the constitution or bylaws]
· This language comes from [page number or section header of constitution or bylaws]: [paste any text that might be relevant]
· Our constitution or bylaws do not explicitly state the role of an advisor.
· We expect that our advisor should be familiar with our constitution and bylaws.
· Regarding constitution enforcement our advisor will: [inform leadership about constitution infractions, other items from the Administration section of the Advisor Expectations Checklist, etc]

Connection and Privacy
In order for our advisor to be informed about organizational operations and complete their responsibilities, at the request or approval of our advisor we will:
· Add our advisor to our email list
· Add our advisor to a text list
· Add our advisor to a group message with leadership
· Add our advisor to a group message with members
· Share their contact information with members of the organization
· [contact information that can be shared: phone, just work email, etc]
· Give our advisor access to shared file system (Google Drive, OneDrive, etc)
· Add our advisor to coworking systems (Slack, Teams, Discord, etc)
· Allow our advisor to follow or join private organizational social media (Instagram, Facebook, etc)
· Ensure they receive copies of important documents
· [documents like financial records, fundraising requests, etc]

Transition
· During officer or executive board transition, our advisor will support in creating continuity
· During the transition, our advisor will: [retain items, support in new officer onboarding, etc]
· During officer or executive board transition, our advisor will not be asked to support.

Additional Responsibilities:
In addition to the roles and responsibilities of the advisor determined by the Center for Leadership & Involvement and those listed above on this document, we expect that our advisor will also:
· [list other expectations or responsibilities that the advisor would have]



Agreement




Signature of Advisor	Date	Signature of Student Leader	Date
