
Cooperation Manual 

Preface 

The Office of the Vocational Education Commission has established a core policy to elevate and 

expand networks of collaboration, promoting the joint management of vocational education with 

enterprises under the Vocational Education Act B.E. 2551 (2008), Section 8 (3). This policy aims to 

foster vocational education through the dual system, enabling learners and students to acquire 

competencies in accordance with vocational curricula, together with professional skills and practical 

experience that meet the labor demands of industries and enterprises. Such efforts are aligned with 

the national workforce development policy to enhance competitiveness at the national, regional, and 

international levels. 

Accordingly, the Office of the Vocational Education Commission, through the Office of Collaboration, 

has prepared this Handbook for Collaborative Operations. It serves as a guideline for establishing 

cooperation and improving the effectiveness of vocational education management in partnership 

with enterprises. The preparation of this handbook has been made possible through the valuable 

contributions of executives from the Office of the Vocational Education Commission, administrators 

of vocational institutions, enterprise executives, teachers, and educational personnel who 

participated in its development. This handbook is intended to be utilized in advancing vocational 

education management, strengthening vocational workforce development, and sustainably 

expanding collaborative networks in vocational education in the future. 

Office of Collaboration Office of the Vocational Education Commission 2024 
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Current Situation of Vocational Education Management 

At present, the development of technology and industry in Thailand has been strongly promoted and 

emphasized, resulting in significant expansion. Economic changes in the industrial sector, which 

increasingly rely on technological advancement, have created a demand for workers with higher 

levels of knowledge and technical skills. The quality of the workforce must therefore be continuously 

enhanced to meet these needs. 

 

Learning in the 21st century emphasizes a learner-centered approach, aiming to equip students with 

international standards of knowledge and essential skills. These include learning skills, analytical and 

problem-solving abilities, language and communication skills, information technology proficiency, 

and collaboration skills. Such competencies are crucial for strengthening human capacity and 

workforce competitiveness, enabling individuals to succeed in their chosen careers, secure quality 

employment, and earn a sustainable income. 

 

Vocational institutions have implemented teaching and learning approaches that focus on 

competency development. This includes dual education systems that integrate classroom learning 

with workplace experience, as well as curriculum structures designed to foster knowledge, skills, 

attitudes, and attributes necessary for professional practice. Particular emphasis is placed on English 

communication skills—listening, speaking, reading, and writing—alongside practical training that 

reflects real-world work environments. Students are encouraged to learn through direct experience, 

problem-solving, teamwork, skill practice, and workplace-based training. Quality assessment of such 

practice-oriented teaching is essential to ensure systematic and effective vocational education. 

 

In the 21st century, vocational education must continue to develop curricula that align with the 

Certificate (Vocational Certificate) and Higher Certificate (Advanced Vocational Certificate) levels, 

ensuring that graduates possess the competencies required by industries and enterprises. 

At the technological level (Bachelor of Technology or Bachelor of Applied Science), vocational 

education and occupational training also include short-term programs. 

According to the National Education Act B.E. 2551 (2008), Section 6, vocational education and 

occupational training are defined as forms of education aimed at developing individuals with the 

knowledge, skills, and attitudes necessary for professional practice and quality living. Learners are 

enabled to pursue careers that match their aptitudes, interests, abilities, and potential. A variety of 

curricula are offered, including standardized programs and institution-developed curricula tailored to 

specific target groups. Learning takes place both in educational institutions and in enterprises, with 

testing and assessment systems benchmarked against international standards. Prior learning and 

work experience can also be recognized and transferred. 

Section 8 of the National Education Act B.E. 2551 (2008) categorizes education into three forms: 

1. Formal Education Education with clearly defined objectives, duration, and curricula, 

organized step by step according to educational levels: basic education, vocational education, 

and higher education, in line with the national education structure. 



2. Non-Formal Education Education with flexibility in objectives, duration, learning 

management, content, and assessment methods. Learners can study according to their 

interests, readiness, opportunities, and needs, enabling them to develop themselves and live 

happily in society. 

3. Informal Education Education arising from self-directed learning through individuals, media, 

or other learning resources available in society. Its purpose is to support personal 

development for quality living. This type of learning occurs naturally through daily life and 

occupational practice, following systematic processes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Part 1 

Introduction 

1. Background and Significance  

The Office of the Vocational Education Commission has established a core policy to enhance 

vocational education management and to develop vocational manpower with skills that keep pace 

with technological advancements, in line with the country’s strategic directions. Achieving quality 

vocational education requires collaboration with both domestic and international partners. Such 

cooperation is essential to strengthen learners’ potential, ensuring they acquire the competencies 

necessary to meet national development strategies and global competitiveness. 

2. Objectives 

1. To provide understanding and serve as a guideline for implementing vocational education 

collaboration among the Office of the Vocational Education Commission, vocational 

institutions, and schools, thereby ensuring a clear direction for cooperative educational 

initiatives. 

2. To ensure that collaborative educational activities are carried out effectively and efficiently, 

in accordance with established policies. 

3. To develop mechanisms for educational cooperation that maximize benefits and outcomes. 

3. Types of Collaboration  

Collaboration is categorized into two types: 

1. Domestic collaboration 

2. International collaboration 

4. Levels of Collaboration  

Collaboration is implemented at three levels: 

1. Office of the Vocational Education Commission level – cooperation with agencies both 

domestic and international. 

2. Vocational institution level – cooperation with agencies both domestic and international. 

3. School level – cooperation with agencies both domestic and international. 

ไดเ้ลยครบั       ผมจะแปลขอ้ความที่คณุใหม้าเป็นภาษาองักฤษแบบทางการและอ่านเขา้ใจง่าย โดยรกัษา

โครงสรา้งและน า้เสียงใหเ้หมาะสมกบัเอกสารราชการ/วชิาการ 

 

Authority and Guidelines for Establishing Collaboration 

5. Authority to Sign Collaboration Agreements 

1. At the Office of the Vocational Education Commission level – the Secretary-General of the 

Commission. 

2. At the institutional level – the Director of the institution. 

3. At the school level – the Director of the vocational college. 



6. Guidelines for Establishing Collaboration 

1. Principles of Collaboration  

Vocational institutions shall utilize the benefits of national quality and standards 

development in vocational education. Information must be submitted to support 

consideration of academic and research cooperation, aiming at academic excellence, 

improved teaching and learning efficiency, personnel development, and knowledge 

exchange. 

2. Consideration of External Collaboration  

Proposals for collaboration with external agencies, submitted through the Office of the 

Vocational Education Commission, must be carefully reviewed by institutions. Consideration 

should include impacts on educational development, international relations, and potential 

changes in collaboration models. 

3. Memorandum of Understanding (MOU)  

Institutions shall not enter into MOUs that impose financial obligations or commitments 

beyond academic cooperation. Agreements must relate only to vocational education 

development, teaching and learning, personnel development, and knowledge exchange that 

can be practically applied. 

4. Memorandum of Agreement (MOA)  

Institutions shall not enter into MOAs that impose financial obligations or commitments 

beyond academic cooperation. Agreements must focus solely on vocational education 

development, teaching and learning, personnel development, and knowledge exchange. 

5. MOA with Foreign Institutions  

Any MOA with foreign institutions must follow procedures set by the Office of the 

Vocational Education Commission. Institutions are required to submit supporting 

information for consideration before entering into such agreements. 

6. Duration of Agreements  

Academic cooperation agreements with external agencies shall not exceed five years. 

Extensions may be granted as appropriate, but institutions must prepare new agreements 

whenever conditions or details change. 

7. Submission of Information  

Institutions must submit information regarding academic cooperation agreements using the 

forms prescribed by the Office of the Vocational Education Commission. 

 

7. Benefits of Educational Collaboration 
1. Development of Teaching and Learning Systems  
Collaboration plays a vital role in strengthening international vocational education. Joint curriculum design 
enables the production of a workforce that meets labor market demands. Such programs provide opportunities 
for institutions and learners to gain both theoretical and practical knowledge through modern approaches, 
benefiting from mutual learning and exchange between partner countries. Institutions can further apply these 
insights to improve curricula, ensuring alignment with labor market needs. 



2. Development of Personnel Capacity  
Collaboration with enterprises introduces a new dimension in promoting vocational education. It benefits 
learners and enhances the knowledge and skills of educational personnel through training and workplace 
practice. Personnel gain qualifications recognized by partner enterprises, while enterprises can share expertise 
with institutions to modernize curricula and produce a workforce that matches industry requirements. 
3. Development of Quality Assurance Systems for Learners  
Institutions delivering quality education must establish effective learner quality assurance systems. 
Collaboration supports institutions in building such systems, thereby improving teaching and learning 
management and ensuring the production of a workforce that meets labor market needs. 
4. Enhancement of Vocational Education Management Systems  
Collaboration between enterprises and institutions strengthens the efficiency of vocational education 
management, particularly through dual education systems. These systems integrate enterprise participation in 
teaching and learning, enabling knowledge exchange and improving institutional capacity to deliver effective 
education aligned with labor market demands. 
 

8. Rights and Benefits for Enterprises Participating in Dual Vocational Education 
Enterprises that collaborate with vocational institutions are entitled to benefits under the Vocational Education 
Act B.E. 2551 (2008), Section 8 (3). Dual vocational education involves joint teaching and training by 
institutions and enterprises. Learners study in institutions while gaining practical experience in enterprises. This 
workplace training provides valuable experience that can be applied to institutional learning, thereby enhancing 
efficiency and effectiveness. 
 

Relevant Laws and Regulations for Vocational Education Collaboration 

Section 51  

Any enterprise wishing to conduct vocational education and training under this Act, in support of vocational 

education and the Vocational Education Commission, and to receive recognition and benefits under vocational 

education promotion measures, shall have the following responsibilities: 

1. Provide personnel with knowledge, skills, and attitudes appropriate to the nature of the work. 

2. Plan the admission of students for training in accordance with established plans to ensure efficiency and cost-

effectiveness. 

3. Ensure that enterprise personnel possess the qualifications required to deliver training and learning, and to 

develop themselves in line with assessment principles, in cooperation with institutions in designing vocational 

curricula. 

4. Ensure that learners admitted for vocational training meet the required standards and participate in designated 

activities. 



5. Ensure that enterprise staff understand vocational training processes. 

6. Receive benefits from conducting vocational training in accordance with the provisions of this Act. 

Section 54  

Enterprises, professional associations, or organizations participating in vocational education and training 

networks may receive the following benefits: 

1. Support for development and resources under appropriate measures. 

2. Support for personnel development within professional associations or organizations participating in vocational 

education and training networks. 

Additionally, enterprises are entitled to other benefits under relevant laws. 

 

9. Laws and Regulations Related to Collaboration 

1. Vocational Education Act, B.E. 2551 (2008) 

2. Act on Administrative Regulations of the Ministry of Education, B.E. 2545 (2002) and its amendments 

3. Royal Decree on Administrative Organization of the State (No. 420), B.E. 2547 (2004) 

4. Royal Decree on Administrative Organization of the State (No. 437), B.E. 2548 (2005) 

5. Ministry of Education Announcement on Vocational Education Management by Institutions and Enterprises in 

Joint Vocational Education and Training 

6. Ministry of Education Announcement on Guidelines for Education Management, Curricula, Methods, and 

Conditions for Vocational Education and Training 

7. Ministerial Regulation on Vocational Education Management concerning Joint Vocational Education and 

Training 

Legal Provisions and Regulations Related to Vocational Education Collaboration 

Section 51  

Any enterprise wishing to conduct vocational education and training under this Act, in support of vocational 

education and the Vocational Education Commission, and to receive recognition and benefits under vocational 

education promotion measures, shall have the following duties: 

1. Provide personnel with appropriate knowledge, skills, and attitudes consistent with the nature of the work. 

2. Plan student admissions for training in enterprises according to established plans to ensure efficiency and cost-

effectiveness. 

3. Ensure that enterprise personnel possess the qualifications necessary to deliver training and learning, and to 

develop themselves in accordance with assessment principles, in cooperation with institutions in designing 

vocational curricula. 

4. Ensure that learners admitted for vocational training meet the required standards and participate in designated 

activities. 



5. Ensure that enterprise staff understand vocational training processes. 

6. Receive benefits from conducting vocational training in accordance with the provisions of this Act. 

Section 54  

Enterprises, professional associations, or organizations participating in vocational education and training 

networks may receive the following benefits: 

1. Support for development and resources under appropriate measures. 

2. Support for personnel development within professional associations or organizations participating in vocational 

education and training networks. 

Enterprises are also entitled to other benefits under relevant laws. 

 

9. Laws and Regulations Related to Collaboration 

1. Vocational Education Act, B.E. 2551 (2008) 

2. Act on Administrative Regulations of the Ministry of Education, B.E. 2545 (2002) and its amendments 

3. Royal Decree on Administrative Organization of the State (No. 420), B.E. 2547 (2004) 

4. Royal Decree on Administrative Organization of the State (No. 437), B.E. 2548 (2005) 

5. Ministry of Education Announcement on Vocational Education Management by Institutions and Enterprises in 

Joint Vocational Education and Training 

6. Ministry of Education Announcement on Guidelines for Education Management, Curricula, Methods, and 

Conditions for Vocational Education and Training 

7. Ministerial Regulation on Vocational Education Management concerning Joint Vocational Education and 

Training 

8. 8. Announcement of the President of Chiang Mai Rajabhat University (No. 148) Concerning the criteria, 
procedures, and conditions for receiving monetary donations or other assets as university funds allocated to 
affiliated units. Such operations must comply with legal provisions and are not subject to exceptions or 
restrictions stipulated by law. 

9. 9. Order of the Office of the Higher Education Commission No. 1476/2567 Delegating authority to 
designated officials of the Ministry of Science to act on behalf of the Commission in reviewing and signing 
agreements related to cooperation with foreign institutions. 

 

 

 

 

 



10. Definitions 
1. Collaboration Refers to the establishment of cooperation, public communication, support, and promotion of 
activities carried out under agreed commitments within a predetermined framework or schedule. 
2. Memorandum of Cooperation Refers to a document or record that demonstrates agreement and mutual 
understanding between parties regarding how they will cooperate within a set framework. It is signed by both 
parties to express shared intentions or principles of cooperation for joint activities or operations. 
3. Memorandum of Understanding (MOU) Refers to a document or letter expressing mutual understanding 
between parties. It serves as a framework for agreements or operations but does not constitute a legally binding 
contract. Instead, it reflects the shared intention of the parties to cooperate in achieving common goals. 
4. Memorandum of Agreement (MOA) Refers to a document or letter that records a formal agreement 
between parties to carry out joint activities or operations. It is signed by both parties and is legally binding, with 
clear conditions and requirements that can serve as enforceable evidence. 
5. Office of the Higher Education Commission Refers to the agency authorized to oversee and regulate the 
management of higher education and advanced studies. 
6. Higher Education Institution Refers to an educational institution that provides higher education programs. 
7. Colleges, Centers, or Similar Institutions Refers to institutions under the supervision of the Ministry of 
Education that provide higher education. 
8. Foreign Institutions Refers to organizations, institutions, or agencies located abroad that collaborate with 
higher education institutions in Thailand. Such collaboration is formalized through agreements or memoranda 
of cooperation to jointly conduct activities or operations. 
9. Affiliated Agencies Refers to vocational institutions, the Office of Collaboration, and institutions under the 

Office of the Vocational Education Commission, Ministry of Education. 

10. Learner Refers to students enrolled in: 

• Vocational Certificate programs 

• Higher Vocational Certificate programs 

• Bachelor’s degree programs in technology or applied science 

 

 

 

 

 

 

 

 



Section 2 

Implementation of Cooperation 

1. Components of a Cooperation Agreement 

1.1 Key Provisions of Each Party  

1.2 Title of the Agreement 

• Memorandum of Understanding (MOU) 

• Memorandum of Agreement (MOA) 

1.3 Basic Information 

1. Name of each institution/organization 

2. Full name of the authorized signatory 

3. Position of the authorized signatory 

4. Address of each institution/organization 

5. Abbreviation of each institution/organization 

6. Nature of operations of each institution/organization 

1.4 Objectives of Cooperation  

Examples include: 

1. Curriculum development 

2. Development of teachers and personnel 

3. Development of students/learners 

4. Joint teaching and training activities (e.g., provision of materials, equipment, training venues) 

5. Organization of special activities 

6. Joint research or project implementation 

7. Other agreed purposes 

1.5 Venue of Implementation 

1. Locations under the responsibility of each institution/organization 

2. Other venues mutually agreed upon 

1.6 Status of Cooperation Activities  

Examples include: 

1. Joint curriculum development 

2. Joint development of teachers, educational personnel, enterprises/employers, and other staff 

3. Joint development of students/learners 

 

 



Section 1.7 

Roles and Responsibilities of Each Party 

Examples include: 

1. Support the development of degree-level curricula to accommodate future changes. 

2. Develop jointly organized curricula. 

3. Develop personnel of each party, as well as joint institutional staff, by utilizing resources from both sides to 

enhance necessary competencies and skills at the designated location. 

4. Promote vocational students’ participation in professional training and dual education programs. 

5. Accept vocational students for professional training and dual education programs. 

6. Participate in seminars and prepare agendas for discussion on policies related to vocational workforce 

production and development. 

7. Collaborate in preparing plans for vocational workforce production and development. 

8. Provide operational data, support research, and contribute to knowledge creation and the development of 

learning systems. 

9. Other responsibilities as determined by the relevant field. 

Section 1.8 

10. Duration of Cooperation Apply analytical thinking, decision-making, and problem-solving skills to jointly 

improve and overcome challenges for the benefit of education. 

 

The proposed cooperation shall be effective for a period of … years, commencing from the agreed date, or until 

the completion of the joint activities. 

Examples: 

1. 1 year 

2. 3 years 

3. 5 years 

4. Other durations as determined by the relevant field 

Section 1.9 

Forms of Joint Cooperation 

The proposed cooperation may take the form of: 

• Joint teaching and training programs 

• Joint teaching in selected subjects 

• Joint teaching during specific periods 

• Joint teaching at certain educational levels 

• Joint teaching in selected curricula 



• Joint teaching in specific fields of study 

• Joint teaching in designated institutions 

• Joint teaching in specific areas 

• Joint teaching for targeted groups 

Memorandum of Understanding / Cooperation Agreement 
This Memorandum of Understanding / Cooperation Agreement is made between the parties concerned, and 
shall take effect in accordance with the terms and conditions specified herein. The parties have duly signed this 
document. 
If either party is unable to comply with the provisions of this Memorandum of Understanding / Cooperation 
Agreement within the specified timeframe, advance notice of not less than five (5) days shall be given to the 
other party. The period for appropriate action shall not exceed sixty (60) days, in order to ensure proper 
implementation in accordance with the stipulations of this document. 
Termination or Amendment 
Termination or amendment of this Memorandum of Understanding / Cooperation Agreement shall be carried 
out in accordance with the mutual agreement of both parties. 
Section 1.10 Review of Cooperation 
To demonstrate the genuine intent of cooperation and to facilitate the implementation of this Memorandum of 
Understanding / Cooperation Agreement, the parties have signed this document on ………/……/…… at 
…………………………………………. 
This Memorandum of Understanding / Cooperation Agreement has been prepared in duplicate, with identical 
content, one copy for each party. Both parties have signed in the presence of witnesses, and the agreement shall 
be effective from the date of signing. 
Party A       Party B 
Signature (……………………………)  Signature (……………………………) 
Position (……………………………)   Position (……………………………) 
 
Party A       Party B 
Signature (……………………………)  Signature (……………………………) 
Position (……………………………)   Position (……………………………) 
 
Party A       Party B 
 
Signature (……………………………)  Signature (……………………………) 
Position (……………………………)   Position (……………………………) 
 



Note: The components and conditions of this Memorandum of Understanding / Cooperation Agreement may be 
adjusted or supplemented as appropriate, subject to the mutual agreement of both parties. 
 
 

Memorandum of Understanding / Cooperation Agreement 

Between 

Agency A and Company B 

For ...................................................(Activity) 

This Memorandum of Understanding is made between: 

Agency A, represented by Mr./Ms. ..................................................,Position .................................................., 

with its office located at .................................................., Subdistrict .................................................., District 

.................................................., Province .................................................., 

hereinafter referred to as “Agency A,” of the first part, 

andCompany B, represented by Mr./Ms. ..................................................,Position 

..................................................,with its office located at .................................................., Subdistrict 

.................................................., District .................................................., Province 

.................................................., 

hereinafter referred to as “Company B,” of the other part. 

Agency A and Company B wish to carry out the activities specified in this Agreement in order to achieve the 

objectives mutually agreed upon. The details of the cooperation are as follows: 

Article 1: Objectives 

1.1 .................................................. 

1.2 .................................................. 

1.3 .................................................. 

ได้เลยครับ ผมจะแปลเป็นภาษาองักฤษแบบทางการและอ่านเข้าใจง่าย โดยคงโครงสร้างตามต้นฉบบัท่ีคุณให้มา 

 
Article 2: Place of Implementation 

2.1 .................................................. 

2.2 .................................................. 

2.3 .................................................. 

 
Article 3: Implementation and Cooperative Activities 

Logo Logo 



3.1 .................................................. 

3.2 .................................................. 

3.3 .................................................. 

3.4 .................................................. 

3.5 .................................................. 

Article 4: Duties and Responsibilities of Each Party 

4.1 Alumni (Party A) shall cooperate with Company B in carrying out the following responsibilities: 

4.1.1 .................................................. 

4.1.2 .................................................. 

4.1.3 .................................................. 

4.1.4 In collaboration with Company B, monitor and evaluate the project. 

4.1.5 Participate in jointly planned activities and provide mutual support. 

4.2 Company B shall cooperate with Alumni (Party A) in carrying out the following responsibilities: 

4.2.1 .................................................. 

4.2.2 .................................................. 

4.2.3 .................................................. 

4.2.4 In collaboration with Alumni (Party A), monitor and evaluate the project. 

4.2.5 Participate in jointly planned activities and provide mutual support. 

Article 5: Duration of Cooperation 

This Memorandum of Understanding / Cooperation Agreement shall remain in effect for a period of .... years, 

commencing from the date of signing. 

Article 6: Amendment, Modification, and Termination 

If either party, or both parties, wish to amend, modify, or terminate this Agreement, written notice shall be 

provided at least thirty (30) days in advance. Any amendment, modification, or termination shall take effect 

only upon the joint signing of a new agreement by both parties. Upon execution of the new agreement, this 

Memorandum shall be deemed terminated. 

Article 7: Termination of Cooperation 

If either party wishes to terminate the Memorandum of Understanding / Cooperation Agreement upon the 

expiration of the period specified in Article 5, written notice shall be given to the other party at least sixty (60) 

days in advance. This is to ensure proper arrangements can be made and to avoid any adverse impact on either 

party following the termination of the cooperation. 

To formally express the mutual intent and agreement to terminate the cooperation, this Memorandum of 

Understanding / Cooperation Agreement, originally signed on the .... day of ........, B.E. ...., at 

.................................................., shall be concluded. 



This Memorandum of Understanding / Cooperation Agreement has been prepared in two (2) identical copies. 

Both parties have thoroughly read and understood the contents, and have signed in the presence of witnesses. 

Each party shall retain one copy. 

 

Agency A      Company B 

(.......................................)    (.......................................) 

Position (...........................)    Position (...........................) 

Agency A      Company B 

(.......................................)    (.......................................) 

Position (...........................)    Position (...........................) 

Agency A      Company B 

(.......................................)    (.......................................) 

Position (...........................)    Position (...........................) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Procedures for Establishing a Memorandum of Understanding (MOU) 

2.1 At the Office of the Vocational Education Commission (OVEC) 

Process Flow for Establishing an MOU at OVEC Level 

 



 

 

Table 1: Steps for Implementing MOU Cooperation at the Office of the Vocational Education 

Commission Level 

No. Step/Process 
Details of 

Implementation 
Related Documents 

1 
Draft MOU 

Proposal 

Submit the draft MOU 

proposal to the Secretary-

General and the Office of 

the Vocational Education 

Commission. 

Draft MOU proposal 

letter 

2 
Review and Create 

MOU 

Review the draft MOU and 

prepare the official MOU 

document. 

1. Draft MOU review 

form (vec02)<br>2. MOU 

document (vec03) 

3 

Administrative 

System 

Development Group 

Prepares MOU 

Record 

The Administrative 

System Development 

Group prepares the MOU 

record and coordinates 

with relevant agencies. 

1. MOU record 

preparation form 

(vec04)<br>2. 

Coordination letter to 

relevant agencies<br>3. 

MOU record form (vec05) 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
Table 1: Steps for Implementing MOU Cooperation between the Office of the Vocational Education 

Commission and Partner Agencies (continued) 

No. Step/Process Details of Implementation Related Documents 

4 

Submission to 

the Office of 

Non-Formal and 

Informal 

Education 

(NFE) for 

Consideration 

- The Cooperation Office submits 

the draft MOU to the Office of 

NFE for approval.<br>1. If 

approved, proceed to the next 

step.<br>2. If not approved, the 

Cooperation Office informs the 

enterprise so that its executives 

may revise or proceed with the 

MOU. 

1. Submission record 

to the Office of NFE 

for draft MOU 

approval 

(vec06)<br>2. Draft 

MOU 

5 
Signing of the 

MOU 

- The Cooperation Office arranges 

the date, time, and venue for the 

MOU signing ceremony.<br>- 

Issues invitation letters to 

executives of the Office of the 

Vocational Education Commission 

and enterprise 

representatives.<br>- The Registrar 

or authorized executives of the 

Office of the Vocational Education 

Commission sign the MOU on 

behalf of the institution.<br>- The 

position of the signatory and the 

name of the Office of the 

Vocational Education Commission 

must be clearly stated. 

1. Invitation letter for 

executives to sign the 

MOU (vec07)<br>2. 

Ceremony schedule 

(vec08)<br>3. 

Invitation template 

(vec09)<br>4. 

Finalized MOU 

document 

6 

Distribution of 

Copies and 

Database Entry 

- The Cooperation Office prepares 

copies of the finalized MOU for 

relevant stakeholders and records 

1. Finalized MOU 

document<br>2. 

Cooperation database 



No. Step/Process Details of Implementation Related Documents 

the information in the cooperation 

database. 

of external agencies 

and enterprises 

Table 1: Steps for Implementing MOU Cooperation (continued) 

No. Step/Process Details of Implementation Related Documents 

7 
Receipt of MOU 

Documentation 

1. The Cooperation Office 

issues the MOU documents to 

relevant units.<br>2. The 

relevant units prepare a 

response memorandum for the 

implementation of the MOU. 

1. Official 

letter/memorandum 

forwarding the MOU 

documents (vec10)<br>2. 

Signed copy of the MOU 

8 

Monitoring and 

Reporting of 

Implementation 

Results 

1. The Office of Monitoring 

and Evaluation of Vocational 

Education oversees the 

implementation of the 

MOU.<br>2. Relevant units 

report their implementation 

results to the Office of 

Monitoring and 

Evaluation.<br>3. Relevant 

units prepare a summary 

report of the implementation 

results. 

1. Official 

letter/memorandum on 

monitoring implementation 

(vec11)<br>2. 

Implementation report 

form (vec12)<br>3. 

Official 

letter/memorandum 

summarizing 

implementation results 

(vec13) 

 
 

 

 

 

 

 

 



 

 

 



 



 

Steps for Implementing Collaboration at the Institutional Level 

    Table 2: Steps for Implementing MOU Collaboration at the Institutional Level 

Step 

No. 
Step/Process Implementation Details Related Documents 

1 

Institutional unit 

prepares the 

MOU 

- Discuss details <br> - Draft the MOU 

<br> - Submit to the institutional 

executive for signing 

Institutional Collaboration Form 

(ive01) 

2 

Relevant 

institutional units 

implement the 

agreement 

1. Develop an action plan <br> 2. 

Implement the plan <br> 3. Report 

implementation results <br> 4. Evaluate 

implementation outcomes <br> 5. 

Summarize implementation results <br> 

6. Prepare performance report <br> 7. 

Prepare evaluation report 

- Institutional Action Plan 

(ive02) <br> - Institutional 

Performance Report Form 

(ive03) <br> - Institutional 

Evaluation Report Form (ive04) 

<br> - Institutional Summary 

Report Form (ive05) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



    Table 2: Steps for Implementing MOU Collaboration at the Institutional Level (continued) 

Step 

No. 
Step/Process Implementation Details Related Documents 

3 
Institutional 

Executive 

- Faculties/departments submit proposals to the 

institutional executive for consideration and 

approval of collaboration activities. <br> Case 1 

(Approved): Faculties/departments proceed with 

drafting the MOU and resubmit to the executive for 

approval. <br> Case 2 (Not Approved): 

Faculties/departments provide reasons and formally 

notify cancellation of the collaboration process. 

1. Memorandum 

proposing approval of 

collaboration activities 

(ive04) <br> 2. 

Memorandum 

proposing approval of 

draft MOU (ive05) 

4 

Office of 

Strategic 

Development 

and Draft MOU 

The Office of Strategic Development and Corporate 

Communication reviews related documents and the 

draft MOU, providing approval and notifying 

faculties/departments whether the draft MOU is 

complete and comprehensive. <br> Case 1 

(Complete): The Office forwards the MOU to the 

institutional executive for signing and informs 

faculties/departments of the approval. <br> Case 2 

(Incomplete): The Office informs 

faculties/departments of deficiencies and requests 

revisions to ensure completeness. 

Memorandum 

proposing review and 

comments on draft 

agreement (ive06) 

5 
Legal Office 

Review 

The Legal Office/administrators/legal advisors 

review the draft MOU. <br> Case 1 (Approved): The 

draft MOU is submitted to the institutional 

executive for signing. <br> Case 2 (Not Approved): 

The Legal Office issues a formal notice of non-

approval, including reasons, and informs 

faculties/departments to cancel the process. 

1. Request letter for 

legal review (ive07) 

<br> 2. Memorandum 

proposing executive 

signature (ive08) 

 

 

 

 

 

 

 

 

 



    Table 2: Steps for Implementing MOU Collaboration at the Institutional Level (continued) 

Step 

No. 
Step/Process Implementation Details Related Documents 

5 

Academic 

Center Office 

(continued) 

- If the Legal Office confirms the 

agreement, the Academic Center proceeds 

with the MOU. <br> - If the Legal Office has 

already reviewed the agreement, the 

Academic Center must verify the location 

and forward the agreement for further 

review. 

Memorandum proposing 

approval for MOU preparation 

6 

Director of 

Academic 

Institute 

1. If the Director approves the MOU, it is 

forwarded to the Legal Office for review. 

<br> 2. If not approved, the Academic 

Center must revise and resubmit. 

- Memorandum from the 

Academic Center Office to the 

Director <br> - Memorandum 

proposing approval for MOU 

preparation (ive09) 

7 

Collaboration 

Coordination 

Office 

1. Coordinates with the Academic Center 

to prepare the MOU. <br> 2. Submits the 

MOU to the Legal Office for review. <br> 3. 

If approved by the Legal Office, forwards 

the MOU to the Director. <br> 4. Retains a 

copy of the signed MOU and sends it to the 

Academic Center. 

- Memorandum from the 

Collaboration Office to the 

Director <br> - Schedule of MOU 

signing (ive11) <br> - 

Memorandum proposing 

approval for revised MOU 

(ive12) <br> - Revised MOU 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Table 2: Steps for Implementing MOU Cooperation at the District Level (continued) 

No. Step/Process Details of Implementation Related Documents 

8 

Recording the 

MOU in the 

Cooperation 

Database 

1. Educational institutions / Provincial 

Education Committees / Departments 

provide detailed information on the 

cooperation agreement or MOU 

implementation plan to the District 

Education Office (OBEC).<br>2. The 

District Education Office (OBEC) stores 

and records the details of the agreement 

in the district-level cooperation 

database. 

1. Signed copy of the MOU<br>2. 

District-level cooperation agreement 

details from institutions and 

departments 

9 

Recording 

Activities 

under the 

Cooperation 

1. The District Education Office (OBEC) 

develops a database system for activities 

under the MOU.<br>2. Relevant 

agencies organize activities under the 

cooperation and record activity details in 

the database. 

1. Official letter/request for approval 

of the MOU (Form Wor.13)<br>2. 

Official letter requesting approval to 

organize activities under the 

cooperation 

10 

Monitoring 

and Reporting 

Results 

1. The District Education Office (OBEC) 

monitors the implementation of the 

cooperation.<br>2. The District 

Education Office (OBEC) prepares a 

district-level cooperation performance 

report.<br>3. Educational institutions / 

departments and relevant agencies 

prepare reports on cooperation 

performance at the 

institutional/department level and 

submit them to the District Education 

Office (OBEC) for consolidation into the 

district-level report. 

1. Official letter/request for approval 

of district-level cooperation 

performance reporting (Form 

Wor.14)<br>2. Report on 

cooperation performance at the 

institutional/department level (Form 

Wor.15)<br>3. Report on 

cooperation performance at the 

district level (Form Wor.16) 

 

 

 

 

 

 

 



Flowchart of the Process for Creating a Memorandum of Understanding (MOU) at the Educational 

Institution Level 

 

 



Steps for Implementing Cooperation at the Educational Institution Level  

(Table 3: Implementation Steps for MOU at the Educational Institution Level) 

Step 

No. 
Step / Process Implementation Details Related Documents 

1 
Expression of intent 

to establish an MOU 

The responsible unit 

(Institute/Department/College) and the 

enterprise express their intention to 

establish cooperation in the form of an 

MOU. 

1. Letter of Intent to 

Establish Cooperation 

(college01) 

2 

Responsible unit 

declares intent and 

drafts the MOU 

jointly with the 

enterprise 

The responsible unit 

(Institute/Department/College) and the 

enterprise jointly draft the MOU, define the 

scope of cooperation, and prepare a joint 

action plan. 

1. Joint Action Plan 

between the Institution 

and the Enterprise 

(college02) <br> 2. Draft 

Memorandum of 

Understanding (MOU) 

between the Institution 

and the Enterprise 

(college03) 

3 

Responsible unit 

prepares the draft 

MOU and submits it 

to the institution’s 

administrator for 

approval, and informs 

the enterprise for co-

signing 

The responsible unit 

(Institute/Department/College) submits the 

draft MOU to the institution’s administrator 

for approval, and informs the enterprise to 

co-sign the agreement at the institution, the 

enterprise, or another approved venue. 

1. Memorandum to the 

Institution’s 

Administrator for 

Approval (college04) 

<br> 2. Official Letter to 

the Enterprise for Co-

signing the MOU 

(college05) 

 

 

 

 

 

 

 

 

 

 

 



Table 3: Steps for Implementing MOU Collaboration at the Educational Institution Level 

(continued) 

Step 

No. 
Step / Process Implementation Details Related Documents 

4 

Consideration by 

the educational 

management 

authority 

Review the draft Memorandum of 

Understanding (MOU). <br> - If approved: the 

institution verifies details before submitting to 

the authorized signatory. <br> - If not 

approved: the institution revises the draft 

MOU according to recommendations and 

prepares a new draft. <br> - If approved after 

revision: the institution prepares the draft for 

submission to the authorized signatory. 

1. Academic Cooperation 

MOU at the Institutional 

Level (college04) <br> 2. 

Supporting Documents for 

Consideration (college05) 

<br> 3. Draft MOU 

5 
Signing of the 

MOU 

Organize the signing ceremony, specifying 

date, time, venue, and participants. <br> If the 

authorized signatory delegates authority to a 

deputy, formal authorization must be issued. 

1. MOU Signing Ceremony 

Record (college06) <br> 2. 

Academic Cooperation 

MOU at the Institutional 

Level (college07) <br> 3. 

Authorization Letter for 

Deputy Signatory 

6 

Recording the 

MOU in the 

cooperation 

database 

Record the signed MOU in the institution’s 

cooperation database. <br> Store the MOU 

documents in both physical and electronic 

formats for use in monitoring and evaluation of 

cooperation. 

1. Signed MOU 

Information <br> 2. 

Academic Cooperation 

MOU at the Institutional 

Level 

 

 

 

 

 

 

 

 

 

 

 

 



Table 3: Steps for Implementing MOU Collaboration at the Educational Institution Level 

(continued) 

Step 

No. 
Step / Process Implementation Details Related Documents 

7 

Implementation of 

activities under the 

cooperation 

1. Continue fostering cooperation 

through the MOU to achieve 

tangible outcomes. <br> 2. Relevant 

units jointly organize activities 

under the cooperation framework. 

1. Official Letter confirming 

cooperation under the MOU 

(college09) <br> 2. Official Letter 

notifying the plan for implementing 

activities under the cooperation 

8 

Monitoring and 

reporting of 

implementation 

results 

1. Monitor the implementation of 

activities. <br> 2. Summarize the 

outcomes. <br> 3. Report the 

results of implementation. <br> 4. 

Evaluate the outcomes and use the 

information for preparing future 

reports. 

1. Official Letter notifying 

monitoring and reporting of 

implementation results (college10) 

<br> 2. Implementation Report 

Form (college11) <br> 3. Official 

Letter notifying the results of 

cooperation activities (college12) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Flowchart for Drafting a Memorandum of Agreement (MOA) at the Office of the Vocational 

Education Commission (OVEC) Level 

 

 



        Table: Steps for Implementing Cooperation under a Memorandum of Agreement (MOA) 

Office of the Vocational Education Commission (OVEC) 

Step 

No. 
Step / Process Implementation Details Related Documents 

1 

Expression of 

intent to establish 

MOA 

The educational institution proposes 

cooperation topics and submits a draft 

MOA to the Vocational Education 

Commission. 

Letter of Intent to Establish 

Cooperation (vec.01) 

2 

OVEC drafts the 

MOA jointly with 

the enterprise 

OVEC organizes a meeting with the 

enterprise to review the draft MOA and 

finalize the document. 

1. Invitation Letter for MOA 

Draft Review Meeting 

(vec.02)<br>2. Draft MOA 

Document (vec.03) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



        Table4: Steps for Implementing Cooperation under a Memorandum of Agreement (MOA) 

Office of the Vocational Education Commission (OVEC)  

(Continued from previous steps) 

Step 

No. 
Step / Process Implementation Details Related Documents 

3 

Development 

Operations 

Group 

The Development Operations Group under 

OVEC proceeds according to the MOA 

details. <br>1. If not approved: The 

Cooperation Office informs the enterprise to 

revise the MOA based on feedback. <br>2. If 

approved: The Cooperation Office informs 

the enterprise to prepare for the next step. 

1. Agreement of the 

Development Operations 

Group on Evaluation 

Mechanisms (vec.04) <br>2. 

Copy of MOA <br>3. 

Agreement on Educational 

Management Development 

(vec.05) 

4 

Secretary-

General of 

OVEC reviews 

OVEC reviews the MOA details. <br>1. If not 

approved: The Cooperation Office informs 

the enterprise to revise the MOA based on 

feedback. <br>2. If approved: The 

Cooperation Office proceeds to the next 

step. 

1. Agreement submitted to the 

Secretary-General for review 

<br>2. MOA submitted to the 

Secretary-General (vec.06) 

<br>3. Copy of MOA 

5 
Signing of the 

MOA 

The Cooperation Office schedules the date, 

time, and venue for the signing ceremony. 

<br>1. Prepares the MOA and related 

documents. <br>2. Organizes the signing 

ceremony, attended by senior executives 

from the enterprise, educational institution, 

and OVEC representatives. 

1. Invitation letter for 

stakeholders to attend the 

signing ceremony <br>2. 

Signing ceremony agenda 

(vec.09) <br>3. Copy of MOA 

 

           Additional Note:  

In cases where the enterprise fails to comply with the agreement, OVEC may consider listing the 

enterprise as lacking commitment to cooperation. 

 

 

 

 

 

 

 

 



        Table4: Steps for Implementing Cooperation under a Memorandum of Agreement (MOA) 

Office of the Vocational Education Commission (OVEC)  

(Continued from previous steps) 

Step 

No. 
Step / Process Implementation Details Related Documents 

6 

Record data in the 

cooperation 

database system 

OVEC records the cooperation data in 

the designated database system. 

1. Vocational Education MOA 

<br>2. Data recorded in the 

cooperation database system 

7 

Revenue 

management 

process from 

cooperation 

OVEC notifies the educational 

institution to prepare a revenue 

management agreement and proceed 

in accordance with relevant 

regulations. 

1. Notification letter to the 

educational institution <br>2. 

Revenue Management 

Agreement from Cooperation 

(vec.10) <br>3. Complete copy 

of the MOA 

8 
Implementation 

process 

OVEC instructs the educational 

institution to implement the MOA. 

<br>1. The institution carries out 

activities as agreed. <br>2. OVEC 

monitors and evaluates the 

implementation. 

1. Notification letter to the 

educational institution <br>2. 

Institutional performance report 

<br>3. Monitoring and 

evaluation report (vec.13) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.2 Institute Lavel 



 



      Table: 5 Steps for Implementing Institutional-Level MOA Cooperation 

No. Step/Process Implementation Details Related Documents 

1 
Institutional MOA 

Agreement 

The host department prepares or copies the 

institutional MOA document (ive01) for 

operational use. 

Institutional MOA 

Agreement (ive01) 

2 

Host Department 

Submits Action 

Plan to Institution 

and Internal Units 

The host department prepares the 

institutional Action Plan (ive02) and informs 

the institution and internal university units to 

acknowledge and jointly implement the plan. 

Details include: 1. Institutional Action Plan 

(ive02) 2. Copy of MOA Agreement (ive01) 3. 

List of Institutional Committee Members (if 

any) (ive03) 4. List of Institutional 

Coordinators (if any) (ive04) 5. List of 

Program-Level Responsible Persons (if any) 

(ive05) 

1. Institutional Action Plan 

(ive02) 2. Institutional 

MOA Agreement (ive01) 3. 

Committee Member List 

(ive03) 4. Coordinator List 

(ive04) 5. Program-Level 

Responsible Person List 

(ive05) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



        Table: 5-Step Process for Regional-Level MOA Quality Assessment 

Step 
Responsible 

Unit 
Operational Details 

Related 

Documents 

2 

Regional 

Officers / 

Regional Team 

in collaboration 

with 

Enterprises 

(continued) 

2. Collect complete and accurate data from 

assessments of individuals at risk of substance abuse. 

<br> 3. Prepare the MDA report, including details and 

statistics of individuals identified as at-risk. <br> 4. 

Regional/Provincial/Departmental officers responsible 

for field services use the assessment data to prepare 

the MDA report at the service area level and apply the 

findings for service planning. <br> 5. Report the MDA 

implementation results. 

– 

3 
Regional 

Executives 

1. Receive the MDA report and analysis results, and 

inform regional executives for planning preventive 

actions. <br> 2. If no executive is available, report the 

results to the responsible officer overseeing regional 

MDA operations. 

1. Coverage 

Summary of MDA 

Implementation 

(Form เขต04) <br> 

2. MDA 

Assessment 

Analysis Report 

(Form เขต05) 

4 

Health District 

Officers / 

Regional / 

Provincial / 

Departmental / 

Ministerial 

Officers 

Health District Officers (S.K.R.) collaborate with 

regional/provincial/departmental/ministerial officers 

to conduct MDA and report the results at each level, 

including regional analysis outcomes. 

Coverage 

Summary of 

Regional MDA 

Implementation 

(Form เขต06) 

 

 

 

 

 

 

 

 

 

 



       Table5: Steps for Reviewing and Processing MOA Registration 

Step 
Responsible 

Unit 
Operational Details Related Documents 

4 

Department of 

Mental Health 

Development 

1. If the supporting documents are complete, 

the department will forward them to the 

authorized signatory (Director of DMD) to sign 

the contract and issue a formal hiring notice 

to the MOA Management Office. <br> 2. If the 

documents are incomplete, the department 

will return them to the responsible officer at 

the training institute (DMD) to revise and 

complete the documents according to the 

required format. 

– 

5 
Legal Affairs 

Division 

Upon receiving the hiring notice from the 

Department of Mental Health Development: 

<br> 1. If the documents are complete, the 

division will draft the MOA and forward it to 

the authorized signatory (Director of DMD) for 

signing. <br> 2. If the documents are complete 

but require revisions, the division will prepare 

a revised draft of the MOA and send it to the 

authorized signatory for approval. 

1. Draft MOA <br> 2. 

Memorandum requesting 

approval for review (Form 

เวช07) <br> 3. 

Memorandum requesting 

authorized signature (Form 

เวช08) 

6 
Director of the 

Institute 

The Director reviews the documents: <br> 1. If 

approved, the Director signs the MOA and 

returns the documents to the Legal Affairs 

Division. <br> 2. If not approved, a formal 

notice is sent to the MOA Management Office. 

Memorandum of 

“Approval” or 

“Disapproval” and 

supporting documents 

(Form เวช09) 

 

 

 

 

 

 

 

 

 

 

 



      Table: 5 Steps for Implementing Provincial-Level MOA Cooperation 

No. Step/Process Implementation Details Related Documents 

7 Establish Cooperation 

Coordinate with relevant agencies, 

organize meetings, and ensure mutual 

understanding of MOA implementation. 

Meeting Invitation Letter, 

Meeting Minutes, 

Attendance List, MOA 

Document 

8 

Prepare Data for 

Cooperation Summary 

Report 

Collect and summarize data from MOA 

implementation. 

MOA Summary Report, 

Cooperation Result Report, 

Data Collection Form 

9 

Present to 

Provincial/Area 

Committee 

Present results and progress to relevant 

provincial or area-level committees. 

Meeting Invitation Letter, 

MOA Summary Report, 

Presentation Materials 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

        Table5: Step 10 – Monitoring and Reporting MOA Implementation 

Step Process Implementation Details Related Documents 

10 

Monitoring / 

Reporting of 

Implementation 

1. Provincial Buddhist Offices (PBBO) 

provide preliminary reports, tracking 

implementation results by temple and 

group. <br> 2. The National Office of 

Buddhism (NOB) compiles 

implementation results by province and 

region. <br> 3. The National Office of 

Buddhism (NOB) submits quarterly 

reports on implementation progress to 

the National Moral Promotion Action 

Plan Steering Committee. 

1. Official letter / 

memorandum from PBBO 

(Form รย14) <br> 2. 

Implementation report form 

from NOB (Form รย15) <br> 3. 

Official letter / memorandum 

reporting implementation 

results (Form รย16) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.3 Process for Implementing MOA Cooperation at the Higher Education Level 

 

 



       Table: 6-Step Process for Implementing MOA Cooperation at the Higher Education Level 

Step Process Implementation Details Related Documents 

1 
Establish MOA 

Cooperation 

Formalize a Memorandum of 

Agreement (MOA) between the parent 

agency and the higher education 

institution. 

MOA Cooperation Agreement 

Document (college01) 

2 

Develop and 

Submit Action 

Plan 

The responsible unit prepares an action 

plan based on the MOA and submits it 

to the executive for approval. 

1. Action Plan (college02) <br> 2. 

Submission Letter for Executive 

Approval (college03) 

3 Executive Review 

The executive reviews the action plan 

and approves its implementation in 

accordance with the MOA. 

1. Approval Letter for Action 

Plan (college13) <br> 2. 

Notification of Review Results 

(college14) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



             Table 6: Continued Steps for Implementing MOA Cooperation at the Educational Institution 

Level 

Step Process Implementation Details 
Related 

Documents 

4 
Request for External 

Collaboration 

The responsible unit prepares a formal request 

to external agencies based on the scripted 

framework for collaboration between the 

institution and external partners. 

Request Letter 

to External 

Agencies Based 

on MOA Script 

(college14) 

 
Notification of 

Cooperation 

1. Cooperation between OVEC and PR Division 

is formally reported to the Office of the 

Vocational Education Commission. <br> 2. 

Cooperation between Panyapiwat Institute and 

the Office of the Vocational Education 

Commission is also formally reported. 

– 

5 

Workforce Development 

Division (Cooperation 

between OVEC and PR 

Division) 

Joint review of the proposed project under the 

MOA. 

Notification of 

Review Results 

(college15) 

 

In case the institution 

requests cooperation 

with an external agency, 

the Workforce 

Development Division will 

notify the institution of 

the review outcome. 

1. If the review result indicates that revision is 

not feasible, the institution must terminate the 

MOA process. <br> 2. If revision is feasible, the 

institution shall revise the MOA in 

collaboration with the external agency based 

on the Division’s recommendations. <br> 3. If 

the review result indicates that cooperation is 

not recommended, the institution must 

terminate the MOA process. 

– 

 

 

 

 

 

 

 

 

 

 



             Table6: Continued Steps for Implementing MDA Cooperation at the Educational Institution 

Level 

Step Process Implementation Details Related Documents 

6 
Establishing 

Cooperation 

1. Discuss cooperation with 

vocational/technical/agricultural colleges to 

draft the MDA agreement. <br> 2. Present the 

draft MDA to the institutional executive for 

approval. <br> 3. Sign the MDA agreement. <br> 

If the executive delegates signing authority, a 

formal letter of authorization must be issued. 

The authorized person must be at least a deputy 

director. 

1. Invitation letter for 

cooperation meeting <br> 

2. Appointment order for 

institutional working group 

(college06) <br> 3. Meeting 

minutes on cooperation 

discussion (college07) <br> 

4. Institutional-level MDA 

agreement <br> If 

delegated, include the 

letter of authorization with 

supporting documents. 

7 

Screening 

Eligible 

Students 

1. Conduct meetings with guidance teachers to 

screen students eligible for MDA participation 

based on institutional criteria. <br> 2. Prepare a 

list of screened students. 

1. Invitation letter for 

institutional-level MDA 

cooperation meeting <br> 

2. Student background 

information <br> 3. List of 

screened students 

8 

Joint Action 

Plan 

Development 

1. Conduct joint discussions between the 

institution and vocational colleges to develop a 

collaborative action plan. <br> 2. Present the 

plan to the institutional executive for approval. 

1. Invitation letter for 

meeting <br> 2. Meeting 

minutes <br> 3. Approved 

institutional-level MDA 

action plan 

 

 

 

 

 

 

 

 

 

 

 

 



        Table6: Step 9 – Monitoring and Reporting MDA Implementation at the Institutional Level 

Step Process Implementation Details Related Documents 

9 

Monitoring 

and 

Reporting 

The implementation report must 

include: <br> 1. Results based on MDA 

cooperation indicators. <br> 2. 

Recommendations for improving 

cooperation strategies. <br> The 

responsible officer prepares the report 

and submits it to the institutional 

executive for review and further action. 

1. Official letter/memorandum 

reporting implementation results with 

supporting MDA documents 

(college10) <br> 2. Institutional-level 

summary report on implementation 

(college11) <br> 3. Indicator-based 

implementation report (college12) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Part 3 

Reporting Results 

Agencies under the Office of the Vocational Education Commission (OVEC) that have entered into 

cooperation agreements with business establishments are required to record the outcomes of such 

cooperation in the official database system for signed agreements, managed by the Bureau of 

Cooperation, OVEC. This must be done via the website: https://m.ovec.go.th 

The reporting must include the following core data: 

1. Basic information of the agency 

2. Basic information of the business establishment 

3. Information on the signed cooperation agreement 

4. Information on jointly developed curricula with the business establishment 

5. Information on student development activities conducted in collaboration with the 

business establishment 

6. Information on teacher and in-company trainer development conducted in collaboration 

with the business establishment 

7. Information on instructional support provided by the business establishment 

8. Information on other activities conducted jointly with the business establishment 

The designated coordinators from both the agency and the business establishment are responsible 

for entering this data in accordance with the official manual for the OVEC Cooperation Database 

System, issued by the Bureau of Cooperation, Office of the Vocational Education Commission. 

 

 

 

 

 

 

 

 

 

 

 

 

https://m.ovec.go.th/
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Appendix A 

Related Documents Office of the Vocational Education Commission Level 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Ref. No.: B05  

Document Code: (vec01) 

Subject: Request for Bilateral MOU Collaboration 

To: Secretary-General 

Office of the Vocational Education Commission 

Ministry of Education 

Tumdee Co., Ltd., an importer and distributor of measuring and testing instruments and ISO 

9001 standard documentation in Thailand and the United States, operates under the trademark 

“Ruamdee Solution – Living Well.” With extensive expertise and a team of specialists in 

comprehensive quality system consulting and training, the company seeks to collaborate with 

educational institutions under the Office of the Vocational Education Commission. 

The proposed collaboration aims to establish a cooperative teaching and learning initiative in 

measurement and testing technology. Activities will include instructional sessions on the 22nd and 

practical training within the business establishment, aligned with the institution’s curriculum. This 

initiative is designed to enhance students’ ability to apply knowledge effectively in real-world settings 

and bridge the gap between academic learning and workplace practice. 

Tumdee Co., Ltd. also specializes in supporting the development of personnel and instructors in fields 

related to measuring and testing instruments in electrical, electronic, and mechanical engineering, in 

accordance with international standards. The company is prepared to conduct joint instructional 

activities with two academic departments. 

Accordingly, Tumdee Co., Ltd. respectfully requests an opportunity to discuss the possibility of 

entering into a bilateral Memorandum of Understanding (MOU) at a time convenient to you. Should 

you require further information, please contact Mr. Sathit Siphaphong at 091-2345678 or via email at 

Tumdee.tdg@gmail.com. 

We kindly submit this request for your consideration. 

Yours sincerely, 

(Signature) 

Mr. Sathit Siphaphong  

Chief Executive Officer 

Tumdee Co., Ltd. 

 

 

 

 

 

 

BOS 



 

 

 

 

 

 

 

 

 

 

 



 



 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



Statement of Intent and Understanding 

This document serves to express the genuine intent and commitment to undergo the understanding 

assessment. 

This commitment is hereby declared on the ……… day of ………………, B.E. …………, at 

………………………………… 

Two identical copies of this Statement of Intent and Commitment have been prepared, each 

containing matching content and duly signed by all parties involved. Each party shall retain one copy 

as evidence of mutual agreement. 

Office of the Vocational Education Commission …………………………………………………………… 

…………………………………………………………… (…………………………………………………………….) Secretary-General 

of the Vocational Education Commission 

Witnesses ……………………………………………………………  …………………………………………………………… 

(…………………………………………………………….)  (…………………………………………………………….) 

Deputy/Assistant Secretary-General of the Vocational Education Commission 

……………………………………………………………  …………………………………………………………… 

(…………………………………………………………….)  (…………………………………………………………….) Student 

undergoing the commitment process 

Remarks: 

1. This Statement of Intent must accompany the request for approval regarding any revision or 

addition to specific topics, subject to the decision of the Vocational Education Commission. 

2. If the Deputy/Assistant Secretary-General is authorized by the Secretary-General to act as a 

representative, the authorized Deputy/Assistant Secretary-General must sign this document. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



                                       Example                                                                              (Vec03)  

Clause 3: Implementation and Collaborative Activities 

3.1 

 3.2  

3.3  

3.4 

 3.5 

Clause 4: Duties and Responsibilities of Each Party 

4.1 OVEC shall collaborate with [Partner Organization] to: 4.1.1 4.1.2 4.1.3 4.1.4 Jointly plan 

and evaluate the project with [Partner Organization] 4.1.5 Undertake other activities as mutually 

agreed upon and approved by relevant stakeholders 

4.2 [Partner Organization] shall collaborate with OVEC to: 4.2.1 4.2.2 4.2.3 4.2.4 Jointly plan 

and evaluate the project with OVEC 4.2.5 Undertake other activities as mutually agreed upon and 

approved by relevant stakeholders 

Clause 5: Duration of Cooperation 

This Memorandum of Understanding shall remain in effect for a period of ____ years from 

the date of signing. 

Clause 6: Amendments, Modifications, and Termination 

If either party wishes to amend the details of this Memorandum of Understanding, written 

notice shall be provided at least thirty (30) days in advance. OVEC and the partner organization shall 

jointly consider and proceed with appropriate actions. 

If either party wishes to terminate this Memorandum of Understanding, written notice shall 

be provided at least thirty (30) days in advance. A joint meeting shall be held to consider and 

proceed with appropriate actions. 

In the event that the partner organization is unable to fulfill the obligations under this 

Memorandum of Understanding for more than five (5) consecutive working days, written notification 

shall be submitted to OVEC within seven (7) days. Upon receipt of such notice, the cooperation under 

this Memorandum of Understanding shall be deemed terminated. 

 

 

 

/Clause 7: Signatures.../ 

 

 

 



 

                                                                        Example                                                            (vec03) 

              – 3 – 

 

Clause 7: Recording of Cooperation 

To demonstrate the cooperation and mutual intent of both parties in implementing this 

Memorandum of Understanding, the parties have signed this cooperation agreement on the ___ day 

of ____________, B.E. __________. 

This Memorandum of Understanding has been prepared in two identical copies. Both copies 

contain the same content and have been duly signed. Either copy shall be considered equally valid 

and may serve as official evidence. 

 

Office of the Vocational Education Commission 

 

 

 

(_________________________________________) 

Secretary-General of the Office of the Vocational Education Commission 

Witness  

(_________________________________________) 

Witness  

(_________________________________________) 

Deputy/Assistant Secretary-General of the Office of the Vocational Education Commission 

Witness  

(_________________________________________) 

Witness  

(_________________________________________) 

Recorder of the Cooperation Document 

 

Note: 

1. The cooperation record must reflect any adjustments or additions made by the enterprise to 

Clause 1, which shall be documented as a supplementary agreement. 

2. If the Deputy/Assistant Secretary-General of the Office of the Vocational Education 

Commission is authorized to sign on behalf of the Secretary-General, the title 

“Deputy/Assistant Secretary-General” must be clearly indicated below the signature. 

 

 



 

                                                                Memorandum                                                                   (vec.05) 

 

 Agency Office of Vocational Education                       Division [Fill in] Tel. [Fill in] 

Ref. No. MOE 0210/[Fill in]                        Date [Fill in]   

 

Subject: Approval Result of the Memorandum Request for Cooperation / Cooperation Outcome 

between the Office of the Vocational Education Commission and [Fill in Organization Name] 

To: Director, Office of Vocational Education 

 

As previously requested, permission was granted for the Division of Administration to inspect 

supporting documents and assess the operational outcomes of the agency requesting cooperation / 

cooperation results with [Fill in Enterprise Name]. 

In this regard, the Division of Administration has completed the document review and 

performance assessment. The results indicate that the operations are appropriate and feasible in 

accordance with the intended objectives. 

This is submitted for your kind acknowledgment. 

                                              

                                            Signed: [Fill in Name] 

                                                                             Director, Office of Vocational Education 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                Memorandum                                                                   (vec.06) 

 

 Agency Office of Vocational Education                       Division [Fill in] Tel. [Fill in] 

Ref. No. MOE 0210/[Fill in]                        Date [Fill in]   

 

Subject: Expression of Intent to Suspend or Terminate Cooperation between the Office of the 

Vocational Education Commission and [Fill in Organization Name] 

To: Secretary-General, Office of the Vocational Education Commission 

According to [Fill in Enterprise Name], which previously expressed its intention to cooperate 

with the Office of the Vocational Education Commission in providing vocational training for students 

at the [Fill in Education Level] level, 

for the purpose of completing a Certificate/Diploma in [Fill in Program Name], from academic year 

[Fill in] to [Fill in], with a total of [Fill in] students participating in the training, 

Now, [Fill in Enterprise Name] wishes to terminate its cooperation with the Office of the 

Vocational Education Commission in providing vocational training for students, due to [Fill in 

Reason]. 

We hereby notify the Office of the Vocational Education Commission of this intent and 

request to cease the training program effective from [Fill in Date]. The students and the educational 

institution have already been informed. 

This is submitted for your kind acknowledgment and further action as appropriate. 

Signed: [Fill in Name]  

Position: [Fill in Position]  

Organization: [Fill in Organization Name]  

Address: [Fill in Address] Phone: [Fill in Phone Number] 

 

 

 

 

 

 

 

 

 



                                                                Memorandum                                                                   (vec.07) 

 

 Agency Office of Vocational Education                       Division [Fill in] Tel. [Fill in] 

Ref. No. MOE 0210/[Fill in]                        Date [Fill in]   

 

Subject: Invitation to Participate in the Signing Ceremony of the Memorandum of Understanding / 

Cooperation Agreement between the Office of the Vocational Education Commission and [Fill in 

Organization Name] 

To: [Fill in Recipient Name] 

According to [Fill in Vocational Institution Name], which has expressed its intention to 

collaborate with the Office of the Vocational Education Commission for the purpose of [Fill in 

Objectives],the proposed cooperation agreement has been reviewed and approved by the Vocational 

Education Curriculum Committee for the Bachelor of Technology Program. The Office of the 

Vocational Education Commission has deemed it appropriate to organize a signing ceremony for the 

said Memorandum of Understanding / Cooperation Agreement. 

In this regard, the Office of the Vocational Education Commission cordially invites you to 

participate in the signing ceremony of the Memorandum of Understanding / Cooperation Agreement 

on [Fill in Date] at [Fill in Time], to be held at [Fill in Venue]. The agenda and relevant documents are 

enclosed herewith. 

We respectfully request your kind consideration to attend the signing ceremony and 

sincerely appreciate your cooperation. 

( [Fill in Name] )  

Director, Bureau of Cooperation 

 

 

  

 

 

 

 

 

 

 

 



                                                    Example                                                    (VEC08) 

 

 

 

Schedule of the Signing Ceremony 

Memorandum of Understanding / Cooperation Agreement Between Office of the 

Vocational Education Commission and [Fill in Partner Organization]  

Date: [__________]                                   Time: [__________] 

 Venue: [__________________________________________] 

         Agenda 

Time Activity 

14:30 Registration 

14:40 
Opening remarks by MC, welcome speech to presiding official, executives, 

and honored guests; introduction of participants 

14:50 
Opening ceremony, report on objectives of the MoU, remarks by OVEC 

Secretary-General, remarks by partner representative, signing of the MoU 

15:30 Ceremony concludes 

      Remarks 

1. Dress Code: Formal attire appropriate to the occasion 

2. Note: The schedule is subject to change as deemed appropriate 

 

 

 

 

 

 

 

 

 

 

 

Company 

Logo 



                                                           Response Form                                                (vec09) 

 

Subject: [__________________________________________] 

              Date: [__________]  Time: [__________] 

             Venue: [__________________________________________] 

 

Name (Mr./Mrs./Ms.): [__________________________________________]  Age: [____] 

Position: [__________________________________________] 

Organization: [__________________________________________] 

Phone: [____________________]  Fax: [____________________] 

Email: [__________________________________________] 

 

☐ Able to attend the meeting 

            ☐ Unable to attend the meeting; a representative will attend 

             ☐ Unable to attend the meeting; no representative will attend 

 

Representative Information (if applicable): 

Name (Mr./Mrs./Ms.): [__________________________________________]  Age: [____] 

Position: [__________________________________________] 

Organization: [__________________________________________] 

Phone: [____________________]  Fax: [____________________] 

Email: [__________________________________________] 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                  (vec.10) 

 

 

Ref. No.: MOE 0606/[__________] Bureau of Cooperation Office of the Vocational 

Education Commission Ministry of Education, Bangkok 10300 Date: May [Year] 

 

 

Subject: Submission of Letter of Intent for Cooperation / Cooperation Agreement between the Office 

of the Vocational Education Commission and [__________________________________________] 

To: Directors of Institutions and Colleges under the Office of the Vocational Education Commission 

Attachment: One copy of the Letter of Intent for Cooperation / Cooperation Agreement 

According to the Office of the Vocational Education Commission’s initiative to request a 

Letter of Intent for Cooperation / Cooperation Agreement with 

[__________________________________________] on [__________________________], with the 

objective of 

[_________________________________________________________________________________

_________] 

[Continue with purpose and scope of cooperation — fillable space for full description] 

This letter is submitted for your kind acknowledgment and further action as appropriate. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                Memorandum                                                                   (vec.10) 

 

 Agency Office of Vocational Education                       Division [Fill in] Tel. [Fill in] 

Ref. No. MOE 0210/[Fill in]                        Date [Fill in]   

 

Subject: Submission of Report on Memorandum of Understanding / Cooperation Agreement 

between the Office of the Vocational Education Commission and [__________________] 

To: [__________________________________________] 

According to the Office of the Vocational Education Commission, a Memorandum of 

Understanding / Cooperation Agreement was signed with 

[__________________________________________] on [__________] at [__________], with the 

objective of [__________________________________________]. 

In this regard, to ensure that all operations align with the cooperation framework in 

vocational education between external agencies and the Office of the Vocational Education 

Commission, we hereby submit the report on the Memorandum of Understanding / Cooperation 

Agreement. This report is intended to support the implementation of vocational education, 

vocational training programs, and other related activities in accordance with the signed agreement. 

This is submitted for your kind acknowledgment and further action as appropriate. 

( [__________________________________________] )  

Submitter of the Memorandum Report 

 

 

 

 

 

 

 

 

 

 

 

 

 



   (vec11) 

 

Ref. No.:         MOE 06040/[__________] 

Bureau of Cooperation  

Office of the Vocational Education Commission  

Ministry of Education, Ratchadamnoen Nok Rd., Bangkok 10300 

Date: [__________], B.E. [__________] 

 

Subject: Submission of Opinions on Operational Implementation under OVEC / Request for 

Cooperation 

To: [__________________________________________] 

Attachment: One copy of the Opinion Report on Operational Implementation under the Office of the 

Vocational Education Commission 

According to the Office of the Vocational Education Commission’s implementation / 

cooperation request with [__________________________________________] on [__________], 

The Bureau of Cooperation, in alignment with strategic goals, aims to ensure that the 

implementation proceeds in accordance with the defined objectives and policy targets. Therefore, 

we kindly request your opinions, suggestions, or cooperation proposals to support the Bureau’s 

efforts in achieving maximum operational efficiency. 

All submitted feedback will be used to enhance and support the Bureau’s operations, 

contributing to the overall effectiveness and benefit of vocational education management. 

This is submitted for your kind acknowledgment and further action as appropriate. We 

sincerely appreciate your cooperation. 

 

Sincerely,  

( [_____________________________________] ) 

Director, Bureau of Cooperation 

 

 

 

 

 

Bureau of Cooperation  Division: [___________________] 

Phone & Fax: 02 282 5800 ext. 1000 

AMS e-office: Bureau of Cooperation, Division/Unit: [__________] 

 

 



                                                                Memorandum                                                                   (vec.11) 

 

 Agency Office of Vocational Education                       Division [Fill in] Tel. [Fill in] 

Ref. No. MOE 0210/[Fill in]                        Date [Fill in]   

 

Subject: Progress Report on Budget Request for Implementation under the Cooperation Promotion / 

Cooperation Market Project 

To: Director, Office of Vocational Education 

According to the Office of the Vocational Education Commission, the Cooperation Promotion 

/ Cooperation Market Project has been implemented as announced. 

In this regard, the Office of Vocational Education has organized activities to ensure that the 

implementation aligns with the project’s objectives and delivers maximum benefits to students, 

educational institutions, and enterprises. These activities have been conducted in collaboration with 

local enterprises, and progress reports have been submitted periodically to ensure effective 

implementation and continuous budget support. 

This memorandum is submitted for your kind acknowledgment and consideration for further 

suggestions or recommendations. 

Signed: [__________________________]  

( [________________________________] )  

Director, Office of Vocational Education 

 

 

 

 

 

 

 

 

 

 

 

  

 



                                                         Progress Report Form                                                   (vec.12) 

Implementation of OVEC Policy Initiatives 

Reporting Unit: [________________________] Reporting Period: [__________________________] 

Name of Responsible Person: [_________________________] Position: [_____________________] 

Phone: [____________________]  Email: [__________________________________________] 

 

 

 

 

 

 

 

 

 

 

 

Objectives Implementation Results Remarks 

 
     Implemented        

Not Yet Implemented 
  

1. Curriculum development for subjects / fields / 

courses 
   

2. Number of institutions offering courses    

3. Teacher development in institutions    

4. Workplace trainer development    

5. Development of learning and practice facilities 

in institutions (classrooms / labs / workshops) 
   

6. Support for materials / equipment / tools    

7. Preparation of vocational training plans in 

enterprises 
   

8. Number of students assigned for vocational 

training in enterprises 
   

9. Others (please specify)    



                                                                Memorandum                                                                   (vec.13) 

 

 Agency Office of Vocational Education                       Division [Fill in] Tel. [Fill in] 

Ref. No. MOE 0210/[Fill in]                        Date [Fill in]   

 

Subject: Report on the Results of Vocational Education Cooperation between the Office of the 

Vocational Education Commission and [__________________________________________] 

To: Secretary-General, Office of the Vocational Education Commission 

                   According to the assignment from the Office of the Vocational Education Commission, the 

Bureau of Cooperation has been tasked with initiating and driving collaborative efforts in vocational 

education with enterprises. The purpose is to support vocational education management and 

promote the development of a highly competent vocational workforce to contribute to national 

development. 

                   In this regard, the Bureau of Cooperation has monitored the progress and outcomes of the 

cooperation with [__________________________________________], in alignment with the 

objectives and goals of the organization. The cooperation has yielded useful suggestions and 

feedback that will contribute to the development of expanded collaboration models in the future. 

Details of all findings are enclosed herewith. 

                   This report is respectfully submitted for your kind acknowledgment and consideration. If 

deemed appropriate, please proceed with the issuance of an official communication. 

( [_________________________________] )  

Director, Bureau of Cooperation 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Appendix C 

Related Documents Office of the College 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

               Sample                         (college01)   

 

BOS  

 

Subject: Request for Discussion on MOU Partnership  

To: Dean of the Faculty of ………………… College 

BOS Co., Ltd., an importer and distributor of automotive and architectural window film 

products certified under ISO 9001 and affiliated with the United States network, operates under the 

slogan “Aspiring to be the one and only for Thai society.” The company’s management firmly believes 

that true success must grow alongside giving back happiness to society. 

With this belief, BOS Co., Ltd. has initiated projects that emphasize youth education, aiming to 

nurture them into becoming vital contributors to the nation. One such initiative is the “Southern Thai 

Technical Education Dream Project,” which has been running for 22 consecutive years. The company 

also supports the vocational education system to ensure that young people have stable careers in 

technical fields and can pass on their capabilities to society. Technical education remains a highly 

demanded field in the labor market today. 

Therefore, BOS Co., Ltd. is committed to supporting the development of personnel and 

curricula in the fields of solar energy technicians and installation coating technicians in collaboration 

with educational institutions. This aims to establish a solid foundation and help alleviate the initial 

burden of the institutions in both professional programs. 

In light of this, we respectfully seek your kind consideration to discuss the possibility of an 

MOU partnership at your convenience. For further coordination, please contact Mr. Samai Ku Palang 

at mobile number 091-2345678 or email: Tumdee.tag@gmail.com. 

We appreciate your kind consideration. 

Sincerely yours,  

(Samai Ku Palang) 

Chief Executive Officer 

 

 

 

 

 

 

 

 

 



                      (college02)   

 Example: Action Plan for Collaborative Activities to be Implemented under Cooperation 

No. Activities Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun 
Responsible 

Person 
Remarks 

1 
Establishing the 

collaboration 
→ →             

2 

Announcing the 

student intake 

plan for the 

program 

 → →            

3 

Developing 

curriculum 

related to the 

business 

  → → →          

4 

Enhancing 

vocational 

students’ 

competencies 

to meet labor 

market 

demands 

   → → → → →       

5 

Enhancing the 

capacity of 

vocational 

teachers and 

industry 

trainers 

     → → → →      

6 

Promoting 

vocational 

education to 

meet labor 

market needs 

         → → →   

 

 

 

 

 

 



 

(College03) 

Sample  

 Logo   Logo 

College 

Memorandum of Understanding  

Between  

.................................................. College and .................................................. 

For the purpose of .................................................. (if applicable) 

This preliminary memorandum of understanding is made between 

.................................................. College, represented by Mr./Ms. .................................................., an 

authorized representative of .................................................. College, located at 

.................................................., hereinafter referred to as “the College,” party one, and 

.................................................. (as designated), represented by Mr./Ms. 

.................................................. (insert position without the word “Position”), hereinafter referred to 

as “..................................................,” party two. 

Whereas the College intends to organize or develop education and training in the field of business 

management, the College wishes to collaborate with .................................................. in organizing 

education and training in business management. 

Both the College and .................................................. (as designated) agree to enter into this 

memorandum of understanding to jointly provide education and training in business management, 

with the following details: 

Clause 1: Objectives  

1.1 

1.2 

1.3 

1.4 

Clause 2: Locations of Implementation  

2.1 

2.2 

2.3 

 

 

 

/Clause 3: Implementation... 

 

 

 

 



(College03) 

Sample  

 

Clause 3: Implementation and Collaborative Activities  

3.1 

3.2 

3.3 

3.4 

3.5 

Clause 4: Roles and Responsibilities of Each Party  

4.1 The College shall jointly collaborate with the (Enterprise Party) to: 

 4.1.1 

 4.1.2 

 4.1.3 

 4.1.4 Jointly with the (Enterprise Party), monitor and evaluate the project 

 4.1.5 Determine the stages, training locations, and evaluation formats collaboratively 

4.2 The (Enterprise Party) shall jointly collaborate with the College to: 

 4.2.1 

 4.2.2 

 4.2.3 

 4.2.4 Jointly with the College, monitor and evaluate the project 

 4.2.5 Determine the stages, training locations, and evaluation formats collaboratively 

Clause 5: Duration of Implementation  

This memorandum of understanding shall be valid for a period of ........ years, effective from the date 

of signing. 

Clause 6: Evaluation, Comparison, and Documentation of Collaborative Outcomes  

If there are any proposals from the (Enterprise Party), they shall be considered as suggestions for 

improving the collaboration. 

To enhance the effectiveness of the implementation, both the enterprise and the college shall jointly 

evaluate the outcomes. 

The evaluation shall be based on the goals outlined in this memorandum and the results shall be 

documented as evidence. 

 

 

 

 

Clause 7: Signing... 
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Sample  

 

Clause 7: Inquiry for Cooperation 

To express the institution’s intention and genuine commitment to implementing this Memorandum 

of Understanding, an inquiry for cooperation was made on the ……… day of ………, B.E. ………. 

This Memorandum of Understanding is made in two identical copies, both of which contain the same 

content. Each party has thoroughly reviewed and understood the contents, and has signed the 

agreement in the presence of witnesses. Each party retains one signed copy as evidence. 

 

College  

.............................................................          ............................................................. 

(.............................................................)  (.............................................................) 

Authorized Representatives of the College 

 

 

 

Witnesses  

(.............................................................)  (.............................................................) 

(.............................................................)  (.............................................................) 

 

 

 

 

 

Note: Do not alter the Memorandum of Understanding of each institution. Adjustments or additions 

to any section may be made based on mutual agreement between both parties. 

 

 

 

 

 

 

 



                                                       MEMORANDUM 

Department: ...................................................  Tel: ................................................... 

No.: ...................................................  Date: ................................................... 

Subject: Request for Approval in Principle for the Memorandum of Understanding with 

................................................... 

To: President of ................................................... College 

                        The ................................................... (Division/Department/Unit) wishes to establish a 

Memorandum of Understanding/Cooperation Agreement with ................................................... for 

the purpose of ................................................... (state objective). 

                          In this regard, the ................................................... (Division/Department/Unit) hereby 

requests permission to proceed with the proposed collaboration with the said institution. Enclosed 

herewith are documents for consideration and expression of intent to establish the Memorandum of 

Understanding/Cooperation Agreement. The supporting documents for approval in principle are as 

follows: 

                        a. Draft Memorandum of Understanding/Cooperation Agreement 

                     b. Action Plan for Collaborative Activities under the Agreement 

Kindly consider the above for approval. 

 

 

 

 

................................................... 

(...................................................) 

Representative of ................................................... College 

 

 

 

 

 

 

 

 

 



(College05) 

Sample Form: Request for Business Operation Approval 

1. Business Information 

Item Details 

Name of Business ___________________________ 

Location of Business ___________________________ 

Address ___________________________ 

Managing Director ___________________________ 

Position ___________________________ 

Phone Number ___________________________ 

E-mail ___________________________ 

Line ID ___________________________ 

Contact Person ___________________________ 

Position ___________________________ 

Phone Number ___________________________ 

E-mail ___________________________ 

Line ID ___________________________ 

 

2. General Information of the Organization / Business 

Item Description 

Registration Evidence ___________________________ 

Type of Business ___________________________ 

Legal and Business Operation Format ___________________________ 

Sources of Income or Capital ___________________________ 

Origin of Revenue or Capital ___________________________ 

Registered Capital ___________________________ 



Item Description 

Management Structure ___________________________ 

Production or Information Technology ___________________________ 

Origin of the Business ___________________________ 
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      Sample Form 

– Page 2 

1.3 Nature of Operations of the Contracting Organization / Business Entity 

 

1.4 Does the organization engage in joint work or educational activities with networks / 

conduct cooperative training? 

Option Description 

☐ Yes (Please specify) __________________________________________ 

☐ No __________________________________________ 

 

1.5 Cooperation with the Business Entity / Name of Unit 

Please specify the forms of support received: 

• ☐ Scholarship 

• ☐ Compensation / Allowance / Welfare 

• ☐ Other (Please provide details): __________________________________________ 

 

1.6 Is there any system management in place? 

Option Description 

☐ Yes ☐ No 

If yes, please provide the following information: 

Item Details 

Name __________________________________________ 

Educational Qualification __________________________________________ 

Position __________________________________________ 

Phone Number __________________________________________ 

E-mail __________________________________________ 

Line ID __________________________________________ 



Has this person undergone training or observation at the business entity? 

Option Description 

☐ Yes ☐ No 

 

1.7 Duration of Cooperation Agreement 

Option Description 

☐ 3 Years ☐ 5 Years 

 

1.8 Method of Reporting Cooperation 

Option Description 

☐ Summary 
(Please specify) 

__________________________________________ 

☐ Performance 

Report 

(Please specify responsible person) 

__________________________________________ 

☐ Joint 

Meeting 

☐ Summary (Please specify) 

__________________________________________ 

 

1.9 Related Work / Achievements 

 

1.10 Related Work / Published Work in Journals / Media 
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Sample 

-3 - 

 

2. Provincial Vocational Education Coordinator Information 

• Full Name: __________________________________________ 

• Position: __________________________________________ 

• Phone Number: __________________________________________ 

 

Remarks: 

1. Additional relevant documents may be attached to support the coordination process leading 

to the signing of the Memorandum of Understanding / Cooperation Agreement. 

2. In the case where an agreement is reached to establish a Memorandum of Understanding / 

Cooperation Agreement, the college shall submit the following files: 

2.1 Logo of the enterprise 

 2.2 Full name and position of the signatory and witnesses involved in the cooperation 
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Sample  

 

No. MoE ..................................................                                  College of .................................................. 

 

.............................................................. 

.............................................................. 

May 2021 

Subject: Invitation to Attend the Signing Ceremony of the Memorandum of Understanding / 

Cooperation Agreement between 

.................................................. College and .................................................. 

To: .................................................. 

Attachments: 

1. Program Schedule – ........ copies 

2. Confirmation Form – ........ copies 

As .................................................. (Enterprise) has expressed its intention to collaborate with 

.................................................. College for the purpose of .................................................., 

A signing ceremony for the Memorandum of Understanding / Cooperation Agreement has 

been scheduled on .................. at .......... hrs, at .................................................. The details are 

provided in the attached documents. 

We respectfully invite you to attend the signing ceremony on the aforementioned date and 

time. Your presence would be greatly appreciated. 

 

 

 

 

 

 

Sincerely yours, 

(..................................................) 

Director of .................................................. College 

 



 

 

**Sample** 

**Memorandum** 

Department: ......................................................  Tel: ......................................................   

No.: ......................................................  Date: ...................................................... 

 

**Subject:** Invitation to Attend the Signing Ceremony of the Memorandum of 

Understanding / Cooperation Agreement between   

  ...................................................... College and ...................................................... 

**To:** ...................................................... 

 

As ...................................................... (Enterprise) has expressed its intention to collaborate 

with ...................................................... College  for the purpose of ......................................................, 

The cooperation unit has scheduled the signing ceremony of the Memorandum of 

Understanding / Cooperation Agreement on   

  ...................... at ...................... hrs, at ......................................................  Details are 

provided in the attached documents. 

 

We respectfully inform and invite you to attend the signing ceremony of the Memorandum 

of Understanding / Cooperation Agreement   

on the aforementioned date and time. Your presence would be greatly appreciated. 

 

 

 

 

(......................................................) 

Representative of ...................................................... College 
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Sample  

 

Issued by .................................................. College 

Issued to .................................................. Enterprise 

Program Schedule 

Signing Ceremony of the Memorandum of Understanding / Cooperation Agreement  

Between  

.................................................. College and .................................................. 

Date: __________  Time: ______________ 

Venue: ___________________________ 

 

09:30 hrs 

• Registration 

10:00 hrs 

• Ceremony begins with the master of ceremonies welcoming the presiding official, executives, 

and honored guests 

• Opening remarks 

• Welcome speech from the host institution 

• Remarks on the cooperation and purpose of the Memorandum of Understanding / 

Cooperation Agreement between the college and the enterprise 

• Representative from .................................................. College delivers remarks on the MoU 

• Representative from the enterprise delivers remarks on the MoU / Cooperation Agreement 

• Signing of the Memorandum of Understanding / Cooperation Agreement 

11:00 hrs 

• Group photo session and closing of the signing ceremony 

• End of ceremony 

 

Remarks: 

1. Attire: Formal and appropriate for the occasion 

2. The schedule may be subject to change as deemed appropriate 
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Sample  

Confirmation Form 

Subject: ........................................................... 

Date: ........................................  Time: .................. 

Venue: ........................................................ 

 

 

Name (Mr./Mrs./Ms.): ..................................................  Employment Status: 

.................................................. 

Position: ..................................................  Organization Name: .................................................. 

Telephone: ..................................................  Fax: .................................................. 

E-mail: .................................................. 

☐ Able to attend the meeting 

            ☐ Unable to attend the meeting – No representative assigned 

            ☐ Unable to attend the meeting – Representative assigned 

 

 

 

 

Representative Information (if applicable):  

Name (Mr./Mrs./Ms.): ..................................................  Employment Status: 

.................................................. 

Position: ..................................................  Organization Name: .................................................. 

Telephone: ..................................................  Fax: .................................................. 

E-mail: .................................................. 
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No. MoE _______    College of ___________________________ 

 

May B.E. 2525 

Subject: Submission of Report on Request for Cooperation / Interview / Information Inquiry 

between 

  _________________________ College and 

_____________________________________________ 

To: Director of the Research and Development Division, Office of the National Education 

Commission 

Attachment: Copy of the report on the request for cooperation / interview / information 

inquiry – 1 copy 

                   As _________________________ College has requested cooperation / interview / 

information inquiry from _________________________ 

for the purpose of conducting a study on _________________________, with the objective of 

_________________________, 

                    In this regard, to ensure that the documentation of cooperation / interview / 

information inquiry with external agencies yields useful information for the study or cooperation 

request, we hereby submit the report on the request for cooperation / interview / information 

inquiry between _________________________ College and _________________________ for your 

acknowledgment. 

Should there be any suggestions regarding the request for cooperation / interview / information 

inquiry, 

                     We respectfully request your consideration and further action as appropriate. 

Your kind attention is greatly appreciated. 

 

 

 

 

Sincerely yours, 

(__________________________) 

Authorized Representative of _________________________ College 
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No. MoE ..................    College of .................................................. 

 

Subject: Request for Permission to Participate in an Activity or Attend an Event with Faculty 

Resolution / Request for Cooperation / Request for Outcome of Cooperation 

To: Respected Professor 

Attached herewith is the activity participation report / travel request for cooperation – total 

of ...... copies. 

I, .................................................., from the faculty of .................................................., have 

received a resolution from the faculty to request cooperation / request the outcome of cooperation 

with .................................................. during the period from ...................... to ...................... 

To ensure that this participation aligns with the objectives and is appropriate for 

documenting cooperation / requesting cooperation / requesting the outcome of cooperation, I 

hereby request cooperation / outcome / faculty resolution for attending the said activity. I will bring 

back the results obtained to support my personal development and share the information with 

fellow students. 

In this regard, I respectfully request cooperation / outcome / faculty resolution for 

participating in the educational activity. 

Should there be any impact on my studies, I will take full responsibility to maintain academic 

performance. 

I therefore submit this request for cooperation / outcome / faculty resolution for attending 

the aforementioned activity. 

 

 

 

 

Sincerely yours, 

(..................................................) 

Applicant / Department / Faculty 

 

 

 



 

Sample  

Memorandum 

Department: __________________________  Tel: __________________________ 

               No.: __________________________  Date: __________________________ 

Subject: Progress Report on Preparatory Activities under the Cooperative Training Project / 

Cooperation Outcome Arrangement 

To: __________________________ 

As __________________________ College has been assigned to carry out activities under 

the cooperation / cooperation outcome arrangement with __________________________ 

(Enterprise) on __________________________, 

To ensure that the implementation under this cooperation proceeds in accordance with the 

intended objectives, the college hereby submits a progress report on the implementation under the 

cooperation / cooperation outcome arrangement as follows: 

 

 

 

 

 

This is submitted for your kind acknowledgment. Should there be any additional suggestions 

regarding the implementation under the cooperation / cooperation outcome arrangement, they are 

most welcome. 

Sincerely yours, 

 

(__________________________) 

Reporting Officer from __________________________ College 
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Sample Progress Report Form for Driving Collaborative Educational Institutions 

 

Goals 
Move

ment Actions 
Results Achieved Remarks 

1. 

Development 

of curriculum, 

teaching, and 

research 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 

2. 

Number of 

programs/cou

rses offered 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 

3. 

Development 

of educational 

systems and 

management 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 

4. 

Development 

of teachers 

and 

educational 

personnel 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 

5. 

Development 

of integrated 

learning 

systems with 

real work 

experience 

(e.g., 

Cooperative 

Education / 

Dual System / 

Work-

integrated 

Learning) 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 



Goals 
Move

ment Actions 
Results Achieved Remarks 

6. 

Development 

of learners / 

graduates 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 

7. 

Development 

of educational 

institutions 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 

8. 

Development 

of institutional 

management 

systems 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 

9. 

Others (e.g., 

etc.) 

☐ 

Promotion 

of...<br>☐ 

Other actions 

taken 

____________________

_______ 

____________________

_______ 
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No. MoE ............                                                          College of .................................................... 

                                                                                              .............................................................................. 

 

January B.E. ............ 

Subject: Report on the Implementation of Cooperation between 

.................................................. College and .................................................. 

To: Secretary-General of the Office of the Vocational Education Commission 

Reference: Order regarding the report on the implementation of cooperation between 

.................................................. College and .................................................., total of ........... copies. 

A s  a s s i g n e d  b y  t h e  O ffi c e  o f  t h e  V o c a ti o n a l  E d u c a ti o n  C o m m i s s i o n , 

.................................................. College has been tasked with developing and managing the system of 

the Future Professional Organization of Thailand in collaboration with educational institutions. The 

vocational education management and knowledge exchange among institutions have shown progress 

and development in various areas. 

In this regard, .................................................. College has organized and developed the 

organization and cooperation network for implementation, totaling ........... institutions, to be 

forwarded to model colleges that are ready to continue the cooperation. 

Therefore, we hereby submit the report on the implementation of cooperation between 

.................................................. College and .................................................. for your consideration in 

determining the future development approach. Details are provided in the attached documents. 

We respectfully request your consideration. If deemed appropriate, kindly issue the relevant 

order. 

Thank you for your kind attention. 

(.......................................................) 

Reporting Officer from .................................................. College 
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Memorandum  

 

Department: __________________________  Tel: __________________________ 

               No.: __________________________  Date: __________________________ 

Subject: Report on the Implementation of Cooperation between 

__________________________ College and __________________________ 

To: Director of the Office of the Vocational Education Commission 

As assigned by the Office of the Vocational Education Commission, 

__________________________ College has been tasked with implementing cooperation with 

enterprises in vocational education and professional training, in accordance with the strategic plan of 

the Commission to develop a highly competent national workforce. 

On behalf of __________________________ College, the Director has prepared a 

comprehensive report on the implementation of cooperation between the college and 

__________________________ enterprise. The details are provided in the attached report for your 

acknowledgment and consideration of further recommendations regarding the cooperation with the 

enterprise. 

This is respectfully submitted for your kind acknowledgment and consideration of further 

suggestions regarding the implementation. 

 

 

Sincerely, 

(________________________) 

Director of __________________________ College 
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Memorandum 

Department: __________________________  Tel: __________________________ 

               No.: __________________________  Date: __________________________ 

Subject: Student Activity Participation – Request for Approval 

To: Assistant to the President for Student Development 

The Faculty / Institute / Division of __________________________ wishes to request 

approval for student participation in the following activity (as per attached documents), to be held at 

__________________________ (please specify name/address/province). 

The purpose of this activity is to enhance students’ knowledge, skills, and experience in 

accordance with the objectives and goals outlined in the activity report / activity plan. Therefore, the 

Faculty / Institute / Division respectfully submits this request for approval of student participation in 

the said activity. Details of the activity are provided in the attached documents. Kindly circulate this 

request to relevant faculties / institutes / divisions for consideration and approval of student 

participation (as per attached documents). 

Student Group and Activity Details: 

1. Student Group: __________________________ 

2. Number of Participants: __________________________ 

3. Type of Activity (please select as applicable): 

 ☐ Competition 

 ☐ Training 

 ☐ Academic Service 

 ☐ Educational Visit / Practical Experience 

 

 

 

Sincerely, 

(__________________________) 

Activity Coordinator / Head of Division 
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No. MoE ..........   College of ................................................... 

 

Date: ............ Month: .......................... Year: ............ 

Subject: Request for Academic Record Verification 

To: Director of the Faculty Office / Director of the Academic Services Office 

Attachments: 

1. Copy of academic transcript – ........ copies 

2. Request form for academic results not yet recorded – ........ copies 

I, .........................................................., would like to request verification of academic records 

with .......................................................... for the purpose of .......................................................... 

..................................................................................................................................................................

......................... 

In the semester of ................................................... College, I kindly request the registration / 

academic records / academic services office to verify the academic results and return the verified 

records to the faculty. 

I hereby consent to the disclosure of my academic records and authorize the release of such 

information to relevant parties. 

This request is respectfully submitted for your consideration and for the verified academic 

records to be sent to me at: 

..................................................................................................................................................................

......................... 

 

 

 

Sincerely yours, 

(....................................................) 

Requester of Academic Record Verification 
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No. MoE _______________                                       University of _______________________ 

Subject: Request for Consideration of Student Withdrawal / Temporary Leave of Absence 

To: University Executive of _______________________ 

I, a student of _______________________ College, Year __________, Degree Level 

_______________________, 

Student ID No. _______________________, respectfully request consideration by the academic 

department / program of study regarding my intention to withdraw / take a temporary leave of 

absence due to necessary reasons. I affirm that I have not violated any student regulations or college 

rules, nor any provisions of _______________________ College (as announced by the council), and 

the reason for this request is: _______________________ 

I wish to withdraw / take a temporary leave of absence and request that the relevant 

documents prepared by the responsible parties be reviewed and approved in accordance with the 

evidence provided. I kindly ask the university to proceed with the necessary steps regarding this 

matter. 

This request is respectfully submitted for your approval and consideration. 

 

 

Sincerely yours, 

(_____________________) 

Student Requesting Withdrawal / Leave of Absence 
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Laws and Regulations Related to Cooperative Operations 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Laws and Regulations Related to Cooperative Operations 

1. Vocational Education Act B.E. 2551 (2008) 

2. Skill Development Promotion and Enhancement Act B.E. 2545 (2002) and its amendments 

3. Royal Decree issued under the Revenue Code regarding assessable income (No. 420) B.E. 

2547 (2004) 

4. Royal Decree issued under the Revenue Code regarding tax items (No. 437) B.E. 2548 (2005) 

5. Ministry of Finance Notification: Designation of educational institutions or skill training 

centers that accept company employees for internships or training 

6. Notification of the Skill Development Promotion Committee: Criteria, methods, and 

conditions for approving details related to pre-employment training 

7. Notification of the Skill Development Promotion Committee: Specification of expenses for 

pre-employment training 

8. Notification of the Director-General of the Revenue Department on Income Tax (No. 148): 

Criteria, methods, and conditions for spending or donating to support employee internships 

or training within companies or partnerships 

9. Notification of the Vocational Education Commission No. 1476/2567: Delegation of authority 

to college directors to act on behalf of the Secretary-General of the Vocational Education 

Commission 

10. Notification of the Office of the Vocational Education Commission: Guidelines for establishing 

cooperation with domestic enterprises 

 

 

 


