Memorandum of Agreement/Understanding

Transmittal Checklist

TO:
Jean Schueller


MSUE Business Office


160 Agriculture Hall

East Lansing, MI  48824-1039
Check all that apply and attach to MOA/Understanding.
(
The attached Agreement (2 originals) follows standard protocol.  
(
The attached Agreement is a renewal of the Agreement dated ____________________, which is currently in place and ends/ended on ______________________.
(
This Agreement is a continuation of ___________________________________ (person’s name) position.  Note: Notification of a change in the person/employee that occurs during the Agreement period must be submitted to Jean Schueller, MSUE Business Office.
(
This Agreement is for a new _________________________ position, which will be filled by ________________________________(person’s name).  Note:  If the person is unknown at the time of this submission of this Agreement, please submit the name to Jean Schueller, MSUE Business Office as soon as the new employee is hired.

(
I have reviewed and signed the attached, as have all necessary parties (District Coordinator, Funding Partner) and am submitting for review and final execution by appropriate Campus staff.

(
The attached Agreement contains “significant” (as defined by MSUE Memorandum of Agreement Guidelines) changes from the Template.  Please review and return to the below-signed District Coordinator or MSUE staff member noted.

(
Fringe benefit budget has been renegotiated, which will increase the salary commitment by $                , to be funded from the MSUE Director fringe budget.

______________________________________

_____________
District Coordinator



     

Phone Number


_____________________

Date

