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MEMORANDUM OF UNDERSTANDING

_____________________ (conference name)
This Memorandum Of Understanding, executed by The Institute of Electrical and Electronics Engineers Incorporated, a New York not-for-profit corporation (“IEEE”), on behalf of IEEE Region 7 (IEEE Canada), the IEEE __________ Section and IEEE Canada _________ Area (‘the co-sponsoring entities”), and  ___________________ (“the Conference”) Conference Chair on behalf of the Organizing Committee, (“the Organizing Committee “) constitutes mutual agreement among the co-sponsoring entities and the Organizing Committee (“the Parties”), and is binding on the co-sponsoring entities and their current and future officers until the final financial report is accepted by the co-sponsoring entities and IEEE Headquarters, and the Conference account is officially closed. 

The Conference will be held on ______________, at the ______________, located at __________________.
The co-sponsoring entities and the Organizing Committee agree to participate in the management of the Conference to ensure its overall success. 

1.
IEEE Canada agrees to provide Regional endorsement and assume limited financial responsibility, as per Clause 14, for the Conference.
2.
The IEEE __________ Area Sections agree to provide both local committee support and financial support as outlined in Clauses 12 through 16.

 

3.
The Organizing Committee agrees to undertake primary responsibility for the Conference Management in accordance with IEEE Bylaws and IEEE Policies Manual and IEEE Canada Bylaws.

4.
The Organizing Committee shall send to IEEE Canada for review all Conference contracts prior to signature, including but not limited to: Conference Hotel and/or Venue, Registration Services, Conference Management Services, Insurance, Audio/Visual, etc.

 

5.
The Organizing Committee shall plan and conduct the Conference in accordance with IEEE Policies Section 10 Meetings, Conferences, Symposia and Expositions. 
6.
The Organizing Committee shall:

· Define the Conference general theme and technical framework.  This includes any special and plenary session, workshops, tutorials, short course or professional development activities. 

· Prepare a schedule for Organizing Committee activities and for the activities of any sub-committees. 

· Assign sub-committee chairs and co-chairs (as needed) and oversee their activities. 

· Establish the Conference fee structure, in accordance with IEEE Policies Section 10.1.15 (Registration Fee Requirements), and any other conditions/policies for registration e.g. refunds, rebates, early and complementary registrations, etc.

· Establish costs, conditions and corporate supporting opportunities for exhibitors.

· Establish and define corporate support levels as well as terms and conditions for same.

· Complete and submit appropriate forms to IEEE, including: Budget, Conflict of Interest, Publication, etc.

· Ensure that a financial audit of the Conference is completed in accordance with Section 10.0 of the IEEE Conferences Organization Manual.
7.
The Organizing Committee shall provide periodic reports to IEEE Canada and all co-sponsoring entities, on the progress of the organization and Conference plans. 
8.
The IEEE Canada President and CONAC Chair (or appointed representative) will be voting members of the Conference Organizing Committee. 
 
9.
The Parties agree to co-sponsor the event as defined in IEEE Guidelines for co-sponsors.

10.
The entities may develop cooperation with professional (not-for-profit) societies and organizations for purposes of furthering the goals of the Conference and of the interests of members of the IEEE co-sponsoring entities.

11.
The Parties agree to publicize the Conference, including: 

· Ads in the IEEE Canadian Review with the expense covered by IEEE Canada. 
· Periodic reference to the Conference in the IEEE Canada Newsletter.

· Coverage to be encouraged in the co-sponsoring Sections and other IEEE Canada Section Newsletters.
12.
The co-sponsoring entities agree to provide seed funding to support the Conference budget  ($CAD): 
a)
IEEE Canada




$    

b)
IEEE __________ Area  




$     
c)       IEEE ___________ Section(s)



$
13.
The net Conference surplus, after the return of the seed funding, shall be shared by the co-sponsoring entities in the ratio: IEEE Canada __, IEEE Canada ________ Area  %, IEEE _________ Section(s) %.
14.
Any Conference deficit, up to the limit of the total seed funding, shall be shared by the co-sponsoring entities in the same ratio as their contributions to the seed funding.  Any deficit in excess of the total seed funding shall be the responsibility of IEEE Canada. 
  

15.
The seed funding must be returned to each co-sponsoring entity within one month after the end of the Conference, revenue permitting. 
16.
A portion of the projected Conference surplus (50%) must be distributed to IEEE Canada and other co-sponsoring entities within six months after the end of the Conference. 
  

17.
The Conference Organizing Committee shall develop, prepare and produce Conference proceedings in-accordance with section 7.2 of the IEEE Conference Organization Manual.  This includes obtaining IEEE catalogue numbers, collecting copyright forms, pagination, author index, etc.
18.
The Organizing Committee shall secure appropriate insurance coverage for all aspects of the Conference including trips, tours, liability and theft, and to consider securing optional coverage against potential financial loss.

19.
All materials newly developed under this MOU, including, but not limited to, all post-event products and all event by-products (“Developed Materials”), shall be owned by the IEEE.  No Sponsoring Party may transfer or assign any ownership share of the copyright rights in the Developed Materials without the written consent of the IEEE.  No Sponsoring Party may transfer or assign any ownership share of the copyright rights in the Developed Materials without the written consent of the IEEE.  No Sponsoring Party may transfer or assign the copyright rights of the IEEE in the Developed Materials. 
  
The Sponsoring Parties agree and acknowledge that IEEE is the exclusive owner of all rights, title and interest throughout the world to any other names titles used such as  (“conference name or abbreviations”) or other, including, and without being limited to, all rights in the trademarks, service marks, certification marks, and association marks (“Conference Marks”).

20.
This Memorandum of Understanding may not be terminated without cause except by mutual agreement of the co-sponsoring entities and the Organizing Committee or as otherwise determined by the IEEE.  Upon termination of this MOU, a full and general accounting shall be made of the assets, liabilities and transactions of the Conference.  All debts and other amounts due relating to the Conference shall be collected. The proceeds shall thereupon be applied as follows: To discharge the Conference debts and liabilities; to repay each co-sponsoring entity for unpaid amounts of funds advanced; and, to divide the surplus, if any, among the co-sponsoring entities according to the percentages referenced in Clause 13.

	Signature: 


Title:       President, IEEE Canada  
Date: _________________________


	Signature: 


Title:    Chair, IEEE _______ Area
Date: 



	Signature: 

Title:      General Chair
Date: 
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