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“The best part of participating 
was the opportunity to have 
an in-depth conversation 
with someone in my  
desired field.  It was also  
great to be able to get  
feedback and advice on  
networking and my resume!”  
 —Elissa 

     San Luis Obispo, CA

“The best aspect was 
meeting young planners 
with enthusiasm and  
optimism.....gives one hope!”  
 —Robert 

     Orland Park, IL

The purpose of this toolkit is to provide APA chapters with ideas and templates for starting 
their own Mentor Match programs.  In this toolkit you will find:

• A brief history and framework for the program
• A list of steps to get your program running
• A sample timeline
• A list of to-do’s/not-to-do’s based on lessons learned
• A sample of feedback received from participants

Please visit planning.org/mentoring for ideas from successful chapter programs.
For more information or to contribute your success story contact: 
careerservices@planning.org
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intro and background

APA has long recognized the importance of mentoring to the future of the organization.  Several 

chapters and divisions organize their own mentoring programs.  APA hosted its first Mentor Match 

program at the 2013 National Planning Conference.  Close to 100 matches were made.  The basic 

structure was modeled after a program offered at the 2012 APA Colorado Chapter conference.  

 

What is the Mentor Match program?

The Mentor Match program is designed to take place during an in-person event such as the National 

Planning Conference or state conference.  It offers both seasoned and emerging professionals with a 

realistic, tangible opportunity to make connections and share advice about career and professional 

development.  Members sign up to be a mentor or mentee, staff arranges the matches, then staff  

provides a platform for the meet ups to take place.  This is not a traditional shadowing mentor  

program. The mentors/mentees are encouraged to ‘make the most’ of their match by meeting  

several times and attending events together during the conference, but it’s up to them to decide 

what works best given their schedules.   

steps to get you going

The following 8-step approach sets out a strategy to start your own program.  The time required 

depends on the number of volunteers/staff that are involved, but the majority of APA staff time was 

spent on the match process itself.  

All photos © Joe Szurszewski.
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Step 1: Organize interested individuals 
Find out who in your chapter wants to help organize and execute the program.  Appoint one or two 

people to take the lead.

Step 2: Decide when and where the program will take place
We suggest hosting it in conjunction with an in-person event such as your state conference.   

Schedule your meet-up orientation(s) and social event(s) and confirm the application deadline.  

Include this information in your edited version of the Mentor and Mentee Guidelines that were  

provided as templates.   

Step 3: reate webpage and applications
Visit the APA mentoring page for ideas from Chapters and forms that will help you to create the call for 

participants.

Step 4: Spread the word
Notify your constituents about the program; explain the application process; and set expectations 

for participating. 

Step 5: Finalize the details
Finalize the event details and how you are going to notify the registrants about their matches.  

Make sure all relevant staff/volunteers know what is scheduled to take place.

tiP 1:  
Make sure your events  
do not conflict with  
other major meetings  
or events (especially  
involving leadership)  
so the largest number  
of members can  
participate.

tiP 2:  
Think about making  
mandatory at least  
one of the orientations 
and social events.   
This might reduce  
your numbers but 
helps set expectations 
for involvement.

https://www.planning.org/ep/mentormatch/
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Step 6: Play matchmaker!  And keep up the outreach
Read through the applications to figure out where matches can take place and where additional 

participation is needed. We suggest making the matches based on area of interest or geography 

when possible. Reach out to members and other leaders, especially divisions, to fill in the gaps. We 

found that there were more mentees looking for advice in particular fields of planning than we had in 

mentor applications and asked the divisions for help in getting more mentors to apply. Share the list 

of mentors and mentees with your members to spread the word. 

Step 7: Finalize matches and send notifications
We suggest doing this in two steps: First, create a notification email that lists the first and last names 

of the mentors and mentees that are matched together. Second, attach to this email a master spread-

sheet that houses all the information collected in your applications. This allows your participants 

to use the master spreadsheet to identify their matches and find out which of their colleagues are 

participating in the program. It’s a great way of facilitating the matches and providing a networking 

platform in advance of your conference. 

Step 8: Execute and evaluate
Host the in-person meet-ups and social events at your conference.  Send a post event survey to all 

participants.

tiP 3:  
Match two mentees  
with one mentor  
where possible.  It  
helps increase the  
number of matches  
and provides an  
instant network for  
your mentees. 

tiP 4: 
Assign volunteers  
to help mentors/ 
mentees find each  
other at the meet-ups.
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sAMPle tiMeline
Timeline Steps

3-4 months before event Step 1: Decide when and where the program will take place.

Step 2: Organize interested individuals.

Step 3: Create the web presence and applications.

1-3 months before event Step 4: Spread the word.

Step 5: Finalize event details.

3-4 weeks before event Step 6: Start making matches and continue outreach.

1-2 weeks before event Step 7: Finalize matches and prepare your master list.

During and after event Step 8: Send match notifications.

https://www.planning.org/ep/mentormatch/
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list of Do’s AnD Don’ts
DO
•	 Reach out to your Young Planners Group (YPG) for help in organizing or marketing the program.

•	 Schedule at least one meet-up orientation and at least one social event to provide flexibility with 

scheduling.

•	 Notify your constituents about the program as early as possible.

•	 Explain to mentors that this is a low-commitment mentoring program.  This is not a ‘shadowing’ 

program where the mentee is with the mentor throughout the conference.  Participation is not 

required (although it is encouraged!) to take place after the conference has ended.

•	 Use the Guideline documents as a template only.  Make as many edits as you need to personalize it 

to your chapter’s program. 

•	 Encourage matches to share their resumes/CVs with each other.

•	 Be prepared to spend a good amount of time on the match-making process.  

•	 Reach out to divisions for their help in getting mentors.

•	 Be prepared to have more mentees than mentors.  

•	 Encourage mentors/mentees to have a conversation before the event to get acquainted.

•	 Think about hosting a facilitated discussion during the conference that gives tips on networking, 

presenting yourself to employers, etc.

•	 Anticipate the possibility of a disconnect between your mentors’ areas of expertise and what your 

mentees are looking for.  Make the best match as possible knowing that the areas of interest won’t 

always align perfectly.

DON’T
•	 Wait until the last minute to send match notifications.  Participants need time to research their 

match and connect before the conference.

•	 Be afraid to use a healthy amount of peer pressure!  Ask leadership to reach out to friends  

and colleagues.
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PArticiPAnt feeDbAck

I thought the best aspect of participating was…

“Getting to engage with a professional in a more-or-less structured context, particularly since it was 

my first conference and I didn’t know many people there.  It was a great springboard to meet people!”  

 —Valecia (Auburn, AL)

“Meeting a professional that cared about young professionals and taking time from their schedule to 

mentor students.” 

 —Jose (Garden Grove, CA)

“Getting to meet a professional who works in my area of interest, and having her look over my resume 

and tell me which sessions at the conference would be useful/most interesting.” 

 —Margot (Charlottesville, VA)

“The best part was making contact with someone that I would be comfortable reaching out to in the 

future for professional advice.” 

 —Matthew (Glen Ellyn, IL)

“Seeing my mentee sharing advice (and demonstrating that he was paying attention!) with his class-

mates and bringing them along each time we met.” 

 —Marj (Seattle, WA)

“Seeing the enthusiasm among the students.” 

 —William (San Diego, CA)



APA’s Mentor MAtch ProgrAM | chAPter toolkit

“Simply being able to have prolonged, in-depth discussions with an experienced practitioner.   

Being introduced to other practitioners by the mentor.”  

 —Alphie (Montreal, Quebec)

“I had a specific question having to do with being an academic and taking the AICP exam.” 

 —Vera (Indianapolis, IN)

“Getting feedback on my resume, and advice pertaining to career development.” 

 —Andrew (Trenton, NJ)

“The opportunity to network.  Most professionals at the conference are not terribly interested in  

talking to students unless you share a strong common interest. It was nice to sit down and have a  

life talk with someone that volunteered to do so and expecting to give advice.” 

 —Colleen (Woodridge, IL)

“Getting to meet young planners and share thoughts, ideas, emerging trends from old and new 

school perspectives.” 

 —Lucien (Prairieville, LA)

“Feeling helpful to an aspiring planner.” 

 —Lorrie (Champaign, IL)

“The mentor’s experience was a very good match to my needs and concerns. It was incredibly valuable to 

have this candid conversation based on questions I was honestly too afraid to ask anyone else. My mentor 

was also extremely accessible and generous with her time, even though the program was “over-booked.”   

I actually found it very helpful that there were two mentees per our mentor; my fellow mentee and I were 

able to use each other as a sounding board.” 

 —Ashley (Loveland, OH)




