MICHIGAN STATE UNIVERSITY
MOA/MOU Guidelines
All agreements are made between Michigan State University and the funding partner. The process for Memorandums of Agreement/Understanding (Agreements) between MSU Extension and our funding partners is critical to preserving the relationship, protecting the University and ensuring appropriate billing, payment and accounting.  Therefore, the following procedures are utilized whenever an Agreement is entered into: 

General

Use of the approved Template is strongly encouraged.  Significant changes will require additional pre-approval contact with the MSUE Business Office and delay the process for approval and execution.

Significant Changes Requiring Review and Approval by MSUE/MSU Campus Staff:

· Addition of any “hold harmless” language

· Change in party responsible for providing tools necessary for person to satisfactorily perform the duties of his/her job.

· Change in language that alters the funding partner’s responsibility for funding future pay increases
· Change in language concerning written or length of notice of termination of the Agreement.

The Agreement does not have to contain a specific end date.  However, for Extension Educators an open-ended Agreement must include language concerning 120-day and for Program Associates 60-day, written notice of termination (see Template).

Agreements containing an end date may be renewed; however, a replacement Agreement must be created and executed.  Operating under an Agreement that has expired is not allowed.

The Transmittal Checklist must accompany the Agreement to the MSUE Business Office to ensure appropriate routing and processing. 

If a Non-Standard Agreement that was approved and is in place needs to be renewed, as long as no additional changes occur from the original Agreement, the renewal Agreement may proceed as though it is an Approved Agreement (see steps below).

If Using MSUE Approved Agreement Template
1. District Coordinator works with Funding Partner to complete

· District Coordinator, Funding Partner sign two originals;
· Include signature line for the Institute Director if the position can be tied to a specific Institute.   

· Send two originals, with transmittal checklist, to MSUE Business Office (Jean Schueller)

2. MSUE Business Office 

· Reviews and ensures no divergence from template

· Confirms whether for existing or new person (not position)
· Obtains Institute Director (if needed) and MSUE Director (or designee) signature

· Forwards to MSU Contracts & Grants for approval/signature
· Distributes final approved Agreement: Originals to MSUE Business Office and District Coordinator, CANR Budget and Finance (Jeannie Collins)
Note:  The related, necessary personnel forms must follow the approved MOA/MOU and be sent to MSUE HR office.
If Proposing Non-standard Agreement

1. District Coordinator and Funding Partner develop draft
· If discrepancies between Template and Agreement are minor, follow steps 1 – 2 above
· If changes are significant, as defined in these Guidelines, send draft to MSUE Business Office

2. Business Office

· Reviews for degree/seriousness of divergence from Templates
· Obtains appropriate MSUE approval or sends to Contracts & Grants for review

· Finalized draft will be returned to CED

3.
Follow steps 1-2 for Approved Agreement
