Collaborative Stewardship Sustainer Kit 
Template: Succession Planning Memo
Below is a memorandum template designed for a leader who is transitioning out of their role in a stewardship collaborative committee. It is organized to quickly convey the collaborative’s purpose, the organization’s commitments, and what’s needed to sustain meaningful involvement.

Memorandum for Successor Representative in XXXX Collaborative Stewardship Committee
To: __________________________________ (Incoming Representative)
From: ________________________________ (Outgoing Representative)
Organization: _________________________
Date: _________________________________
Committee/Role: _______________________

Welcome to your new role representing our organization within the collaborative stewardship committee. This memorandum is intended to give you a clear understanding of the collaborative’s purpose, our organization’s history of involvement, and the commitments we’ve made as a partner. It also highlights key relationships, agreements, and considerations that will help you step into this role with confidence.
Collaborative stewardship depends on continuity, shared understanding, and trusted relationships across organizations. As leadership changes, it’s essential that knowledge, context, and commitments are passed forward with care. The information in this memo reflects what we’ve learned, what we’ve contributed, what we’ve gained, and what will be important for you to carry forward as you take on this responsibility.
My hope is that this serves as both a practical guide and a starting point for your own leadership in the collaborative. You’ll bring your own strengths and perspective to the work, and this document is here simply to ensure you begin with a strong foundation.
1. Purpose of the Collaborative
Brief overview of the collaborative’s purpose and shared goals:
(Why this collaborative exists; what it is trying to achieve; how it fits within the broader stewardship landscape.)



How our organization’s mission aligns with the collaborative:


2. Why Our Organization Has Been Involved
Primary motivations for participation:

Value we have gained from participation:

Value we contribute to the collaborative:

3. Organizational Commitments
A. Staff Commitments
(Participation expectations, time commitments, roles, responsibilities)
• 	Representative time commitment: ________________________________
• 	Expected meeting cadence: ____________________________________
• 	Additional responsibilities (subcommittees, work groups, events): __________
____________________________________________________________

B. Financial or In‑Kind Commitments
(If applicable)
• 	Funding contributions: _______________________________________
• 	In‑kind support (staff time, equipment, space, data, etc.): ________________
____________________________________________________________

C. Agreements or MOUs Entered Into
(List any formal agreements, scopes of work, or commitments)
• 	Agreement name/date: ______________________________________
____________________________________________________________
• 	Summary of obligations: ______________________________________
____________________________________________________________
• 	Renewal or reporting requirements: ____________________________________________________________
____________________________________________________________
Attach copies or links where possible.

4. Organizational Considerations or Concerns
(Internal dynamics, capacity constraints, leadership expectations, sensitivities)


5. What Is Needed Moving Forward
Key priorities for the next 6–12 months:

Upcoming decisions, deliverables, or milestones:

Relationships to maintain or strengthen:

6. Recommendations for Continued Involvement
(Practical advice, lessons learned, and guidance for the successor)
What has helped me be effective in this role:

What to watch for or avoid:

Suggestions for deepening our organization’s impact:

7. Handoff Plan
Successor onboarding steps:
☐ Review key documents and meeting notes
☐ Attend joint meeting with outgoing representative
☐ Meet with committee co‑chairs or staff
☐ Review current work plans or priorities
☐ Other: _______________________________________________________
Planned overlap period (if any):


8. Final Notes
(Anything else the successor should know to step into the role with confidence)

Please cite in direct use or derivatives as: Farrell, S. & O’Herron, M. (2026). Collaborative stewardship toolkit. Parks California. https://calandscapestewardshipnetwork.org/collaborative-toolkit-2026. 

The latest online toolkit is at: https://calandscapestewardshipnetwork.org/collaborative-toolkit.  
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