 
 
[bookmark: _Toc215057410][bookmark: _Toc87857019]ChecklistRTO Prepare stage 

To access the RTO Prepare stage tools please visit the RTO Toolkit.
	Suggested tasks
	Related tool

	Determine industry currency and partnership goals
☐ Coordinate with employers to schedule a partnership planning meeting
☐ Organise an internal planning meeting with relevant stakeholders
☐ Draft measurable goals for the internal planning meeting















	RTO Prepare stage | Determine currency and partnership goals

	Define value proposition for employers
☐ Identify distinct value our RTO can offer employers
☐ Prepare a concise value proposition for the internal planning meeting













	RTO Prepare stage | Define value proposition for employers

	Define partnership and logistics approach
☐ Draft preferred approach to communication, anticipated challenges and ways to manage these










	RTO Prepare stage | Define partnership and logistics approach

	Prepare a project charter
☐ Capture draft goals, value proposition and partnership and logistics approach
☐ Add key topics to discuss with employers
☐ Attend the internal planning meeting and finalise the project charter
☐ During the partnership planning meeting discuss the project charter and agree actions
☐ Complete actions (e.g. schedule collaboration meetings)




	RTO Prepare stage | Prepare a project charter

	Identify industry currency requirements
☐ Receive the summary of recent industry changes and proposed industry currency opportunities from employers and share with TTAs
☐ Ask TTAs to individually identify industry currency requirements tool and provide guidance as needed
☐ Work with TTAs to finalise individual industry currency opportunity selections
☐ Receive individual industry currency requirement summaries from TTAs
☐ Collate a summary of the industry skills, knowledge and currency opportunities TTAs want to access
☐ Share the collated summary with employers
☐ Work with employers to finalise the industry currency opportunities TTAs can access
	RTO Prepare stage | Identify industry currency requirements
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