
MEMORANDUM OF UNDERSTANDING
Instructions for completing the Sponsor MOU are on pages 4 & 5 of this document
THIS MEMORANDUM OF UNDERSTANDING ("MOU") is made this ___ day of ________, 200__, by and between The Institute of Electrical and Electronics Engineers, Incorporated, a New York not-for-profit corporation (“IEEE”), acting through its [___Name of OU____] and [____Co-Sponsoring Organization Name and Acronym____ together  the “Sponsoring Parties” and sets forth the relationship and obligations relating to the [____Full Conference Title and Acronym____] to be held [___Date___], in [___Location___] (the “Conference”). 
1. DURATION OF MOU: This MOU addresses the rights and obligations with respect to the Conference.  Although the parties may presently be considering the possibility of future conferences similar in theme or subject matter, no party shall be under any obligation to renew this MOU.

2. SIMILAR CONFERENCES:  Both Parties agree to refrain from sponsoring, during the year of the conference, any other conference that addresses the same subject matter and the same audience, or a conference that could construe to be the same conference, with a different name.  
3. FINANCIAL OWNERSHIP OF MOU: All surplus funds accrued from the successful operation of the conference will be returned to the Sponsoring Parties and pro-rated according to their percentage of sponsorship after the final accounting of the conference is completed, including the repayment of any loans advanced to the conference.  Similarly, any loss from a conference will be shared by Sponsoring Parties and pro-rated according to their percentage of sponsorship.  (Total percent must add up to 100%)  
Fill in Name of IEEE OU




Percent

Fill in Name of Co-Sponsoring Organization

Percent
4. OWNERSHIP OF THE CONFERENCE NAME:  The Sponsoring Parties agree and acknowledge that ___________________ is the exclusive owner of all rights, title and interest throughout the world to the name [“Conference Title”] and [“Conference Acronym”], including, and without being limited to, all rights in the trademarks, service marks, certification marks, and association marks (“Conference Marks).  During the term of this MOU, the Co-Sponsoring Party shall have a non-exclusive, non-transferable, royalty-free license to use the Conference Marks in connection with the Conference.  

5. IEEE MASTER BRAND: Guidelines for use of the IEEE Master Brand and Logotype “IEEE” can be found on the IEEE Web site at www.ieee.org/web/publications/rights/idstandards.html
6. OWNERSHIP OF INTELLECTUAL PROPERTY: The Conference Proceedings are the intellectual property of 

Name of Owner. 
7. RESPONSIBILITIES OF THE SPONSORING PARTIES: 
To be completed in by sponsoring parities, use as much space as needed
At a minimum, a MOU shall describe the following areas:

· A clause specifying whether the conference proceedings will be included in IEEE Conference Publications Program (CPP), which includes posting of the proceedings in IEEE’s electronic database of articles.
The Sponsoring Parties shall encourage each party's members to submit papers and attend the Conference.  The Technical Co-Sponsor understands that IEEE Power Electronics Society has sole discretion to designate which papers accepted for presentation at the Conference shall be eligible for inclusion in the IEEE Conference Publications Program (CPP).  (Make a note:  IEE PELS will not pay acquisition fees)

Each Sponsoring Party shall contribute its services toward the publicity for this Conference.  Non-profit mailing permits may be used, but only for the purposes of this Conference.  The Sponsoring Parties shall assist in publicity by providing the appropriate Sponsoring Party’s mailing lists and advertising on Parties’ web sites.

· Provisions for dissolving the relationship. 
This MOU may not be terminated except by written consent of all parties.  Upon termination or non-renewal of this MOU, no Sponsoring Party may use, license, create derivative works, or exploit in any way the jointly owned works without the written consent of the other parties. 

Or

Multiyear MOUs: This relationship may be dissolved by either party after giving the other notice in writing no later than nine (9) months prior to the next conference date.  Upon termination or non-renewal of this MOU, no Sponsoring Party may use, license, create derivative works, or exploit in any way the jointly owned works without the written consent of the other parties.

· Assignment of conference management and other administrative responsibilities to the appropriate organizational units.
Sponsorship indicates direct and substantial involvement by the Sponsor solely in the organization of the technical program portion of the Conference.  Such involvement entails the following:

· To ensure quality of the Conference, a member from the IEEE Sponsoring Party will be included in the Technical Program Committee of the Conference.  This member will be actively involved in the development of Technical Program.

· The IEEE Sponsoring Party will encourage members of their society, section or geographical unit to submit papers and attend the Conference.

· The IEEE Sponsoring Party will assist in publicity through mailing lists and Organizational web site.

The Parties agree that the financial liability of the Conference is the sole right and responsibility of the Sponsoring Parties as follows:
(NOTE: This MOU covers only the technical co-sponsorship agreements related to the Conference.  Please see the Sponsorship MOU dated _____ for details regarding the Conference’s financial sponsorship.)   
· General conference management accountabilities such as assignment of chairs, organizational unit chairs for conference committees, steering committee obligations, location of the conferences, associated exhibitions, etc.
Conference organizers and sponsoring parties will arrange for IEEE PELS Membership booth space for membership information.  This space should be provided at no extra cost to the society.

The organizers should allow two representatives to attend the conference and events on behalf of the society and provide two complimentary registrations.

It is highly recommended that both the conference chair and treasurer attend the IEEE Panel of Conference Organizers.  The travel expense to this can be incorporated into the conference budget.
8. POLICIES: The Conference shall be planned and conducted according to IEEE Policies Section 10 - Meetings, Conferences, Symposia and Expositions (http://www.ieee.org/web/aboutus/whatis/policies/p10-1.1.html).   The Conference budget and planning documentation shall be submitted to the IEEE Organizational Unit and approved in advance of any commitments of money to any third parties for Conference expenses.

9. INSURANCE: Each Sponsoring Party represents and warrants that they maintain general liability insurance in an amount no less than $1 Million to cover potential liabilities that could arise from the Sponsoring Parties participation in the Conference. 
10. COMPLIANCE WITH LAWS: The Sponsoring Parties shall ensure that the Conference is conducted in accordance with all applicable United States (U.S.) and non U.S. laws.  The Sponsoring Parties shall make all necessary corporate, tax and other registrations and obtain all required licenses and permits.
If the conference is to take place in Europe, please fill in the appropriate information below, if the Confernce is not being held in Europe, please delete the paragraph from the MOU:
If the party assuming the responsibility for VAT compliance is VAT exempt, please attach a copy of the VAT exemption certificate as part of this MOU

[Select one and fill in appropriate name: IEEE OU or Cosponsoring Organization] shall be deemed the organizer of the Conference and shall be responsible for the preparation and filing of all Value Added Tax [VAT] and VAT related forms.  [Fill in with same cosponsored named above] will use its VAT number [please provide your VAT number] obtained from the tax authorities in [name of country].  To that end, all hotel, conference management and other third party contracts and agreements related to the Conference, and all invoices issued by such third parties, shall be in the name of [Fill in with same  cosponsor named above ], as organizer.  [Fill in with same cosponsored named above] shall indemnify and hold harmless [Specify the other Sponsoring Party] from and against any liability or claim related to the performance of all VAT-related obligations with respect to the conduct of Conference. 

11. INDEMNITY: Each Sponsoring Party shall indemnify and hold harmless the other Sponsoring Party from and against any and all claims, demands, liabilities, settlements, damages, costs, and expenses, including reasonable attorneys’ fees and expenses, arising out of, or in any way connected with, any default, breach or negligent non-performance of this MOU or any negligent act or omission on the part of itself, its agents and employees arising out of this MOU.

12. PROPRIETARY OR CONFIDENTIAL INFORMATION:  Neither party shall disclose to a third party Proprietary or Confidential Information of the other party.  Each party further agrees to act as trustee for any Confidential Information jointly created or acquired through the parties’ participation in this MOU.  
13. GENERAL TERMS AND CONDITIONS:  

Binding Effect: This MOU shall inure to the benefit of, and be binding upon, the Sponsoring Parties, their successors in interest, legal representatives, and assigns.
Assignment:  None of the Sponsoring Parties may assign or transfer neither its interest in this MOU, nor any interest herein or claim hereunder without the express written consent of the other Sponsoring Parties.
Complete MOU:  This MOU constitutes the entire agreement among the parties and supersedes all other prior MOUs of the parties for the period to which it applies and may not be modified except in writing signed by the parties.
Notices: Any notice given under this MOU to any of the Sponsoring Parties may be effected by: (i) email or, (ii) facsimile, receipt of which is confirmed by facsimile confirmation.
Counterparts: This MOU may be executed simultaneously in two or more counterparts, each of which shall be deemed an original, but all of which together shall constitute one and the same instrument.  If either party uses a scanned or facsimile transmittal, that copy shall be deemed to be an original. 
IN WITNESS WHEREOF, this MOU is executed by the parties hereto by their respective undersigned and authorized officers as of the date first written above.

The Institute of Electrical and Electronics


[Co-Sponsoring Party]
Engineers, Incorporated acting through 

It’s [IEEE Organizational Unit]

_____________________________


_____________________________

Authorized Signature




Authorized Signature

_____________________________


_____________________________

Print Name





Print Name

_____________________________


_____________________________

Title






Title

_____________________________


_____________________________

Address






Address
_____________________________


_____________________________

City, State, Country, Postal Code


City, State, Country, Postal Code
____________________________


_____________________________
Phone/Fax





Phone/Fax
_____________________________


_____________________________

Email






Email

The Institute of Electrical and Electronics

Engineers, Incorporated

_____________________________
IEEE Authorized Signature



_____________________________

Print Name








_____________________________

Title









Instructions for completing a Financial Co-Sponsor MOU

Opening Paragraph

Fill in the date, name of the Sponsoring Parties and the name and date of the event (If this is a multi-year MOU, only the Name of the event is required)

IEEE Sponsoring party can be any IEEE Organizational Unit (OU), such as:  Societies, Regions, Sections, Chapters and Councils.
Non- IEEE Co-sponsoring parties CAN NOT be a “For profit:” organization

If there are more than two sponsoring parties, please edit the first paragraph to allow for the names of the other parties

In the event the Conference is to take place in a European location, “IEEE International LLC” will be the contracting party instead of “The Institute of Electrical and Electronics Engineers, Incorporated, a New York not‑for‑profit corporation.” 
Section 1 – Duration of MOU: If this is a multi-year MOU, please edit this section to reflect the duration of the MOU.

Section 3 – Financial Ownership of MOU: Fill in the name of each of the Sponsoring Parties and their financial interest in the meeting. Total percentage must add up to 100%.  (Add additional information as needed) 
Section 4 – Ownership of the Conference Name: Fill in the name of the Sponsoring Party that owns the rights to the name of the conference: for example: IEEE, The co-sponsoring entity or both.

Section 6- Ownership of Intellectual Property: Fill in the name of the Sponsoring party that owns the copyright for the conference proceedings (only one party can own the intellectual property)
Section 7 – Responsibilities of the Sponsoring Parties: To be completed by the co-sponsoring parties 

 At a minimum, a MOU shall describe the following areas:
· A clause specifying whether the conference proceedings will be included in IEEE Conference Publications Program (CPP), which includes posting of the proceedings in IEEE’s electronic database of articles.
For example:  The IEEE  co-sponsoring unit has the sole discretion to designate which papers accepted for presentation at the Conference shall be eligible for inclusion in the IEEE Conference Publications Program (CPP).  ______________ shall be responsible for all costs of the publishing and distribution by the CPP of such papers in the form of Conference Proceedings.  Furthermore, Sponsoring Parties shall:

(a) Ensure such papers accepted for inclusion in the CPP are prepared in IEEE-compatible format according to the procedures available at http://www.ieee.org/portal/pages/pubs/confpubcenter/instructions.html; and 

(b) Submit such content to IEEE within one (1) week after the Conference end
· Provisions for dissolving the relationship.
For example:   
This MOU may not be terminated except by written consent of all parties.  Upon termination of this MOU, a full and general accounting shall be made of the assets, liabilities and transactions of the Conference.  Upon termination or non-renewal of this MOU, no Sponsoring Party may use, license, create derivative works, or exploit in any way the jointly owned works without the written consent of the other parties. 

Or
Multiyear MOUs: This relationship may be dissolved by either party after giving the other notice in writing no later than nine (9) months prior to the next conference date.  If the relationship is dissolved, the remaining party may assume all responsibility for the management of the next conference(s) and would retain any net surplus.  Any loss from the conference, however, would be divided among the parties, according to their percentage share. If the relationship is dissolved, the departing party will transfer all conference-related materials under its control to the remaining cosponsor(s).

· Assignment of conference management and other administrative responsibilities to the appropriate organizational units.
· General conference management accountabilities such as assignment of chairs, organizational unit chairs for conference committees, steering committee obligations, location of the conferences, associated exhibitions, etc. 
For example:
The Sponsoring Parties shall jointly appoint individuals to serve on a committee to oversee the organization of the Conference. The Conference Organizing Committee shall be responsible for the Conference planning and operations.  The Conference Organizing Committee shall be composed of representatives from each of the Sponsoring Parties. The Conference Organizing Committee shall be responsible for appointing other committee chairs, defining the technical program, identifying short courses, coordinating exhibits, selecting hotels, and all other aspects of the Conference. 
Section 9 – Insurance:  Insurance coverage for an IEEE Conference begins once the Conference Information Schedule is approved. IEEE maintains General Liability and Property Damage Insurance (General Liability Policy), which is extended to cover its Sections, Regions, Societies, Technical Councils, Chapters, Student Branches, and Financially Sponsored and Co-Sponsored Conferences. IEEE Volunteers are included as additional insured’s under IEEE’s General Liability Policy, while acting within the scope of their duly authorized duties on standing and special committees.  
Signatures:

The signing parties should be the appropriate individuals from each sponsoring party that has the authority to make the commitment for the MOU 
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