Memorandum of Understanding International Society of Infrared, Millimeter, and Terahertz Waves: IRMMW-THz
“Promoting the worldwide collection, dissemination and exchange of scientific and technical knowledge in the areas and disciplines involving infrared, millimeter and terahertz waves.”
International Organizing Committee
IRMMW-THz

IRMMW-THz 20XX

This Memorandum of Understanding (MOU) represents a binding agreement between the International Society of Infrared, Millimeter, and Terahertz Waves (IRMMW-THz) heretofore referred to as the Society, and the Local Organizers of the XXth International Conference on Infrared, Millimeter, and Terahertz Waves (IRMMW-THz20XX), heretofore referred to as the Organizers. The following Articles are agreed to and binding upon the organizations and/or individuals represented by the signatories of this MOU.

I. The Society will serve as the chief financial sponsor of the conference. All funds collected from registrations, booth fees, event subscriptions, donations, grants and any other income sources that are specifically intended for organizing, hosting and managing the conference will be the exclusive property of the Society. This includes any surplus associated with the event. The Society will also be responsible for any losses incurred by the event, whether foreseen or unforeseen. The only exception will be grants or donations that are made directly to the Organizers (or their host institutions) from sources that are directly solicited by the Organizers. An example might be a grant from a government or private agent for travel support or any other conference related activity that comes directly to the Organizers or their host institution.

II. The IRMMW-THz Society Hosting Oversight Committee will serve as the operational arm for oversight of the conference, and for all decisions affecting conference finances. The Hosting Oversight Committee reports directly to the Society Chair. The Hosting Oversight Committee Chair is appointed by the Society Chair, and the committee will include the Local Organizing Committee Chair (or a designated delegate) and the Society Chair, as voting members. The Organizers agree to work with the Hosting Oversight Committee on making certain that the conference financial arrangements are sound and that the current standards for the conference series are being upheld.

III. The Organizers agree to submit a detailed financial spreadsheet for the conference to the Hosting Oversight Committee Chair at the time of the signing of this MOU. This budget will include worst, nominal and best case attendance (nominal and 20%) and resource scenarios, and will carry anticipated cost margins (Expected Revenues/Expected Costs) of 115%-120%-125% on the three budget breakouts, respectively. The budget spreadsheet will be updated by the Organizers once yearly (at least one week before the annual Society Board Meeting) for all years prior to 12 months before the start of the conference, and at any that time major changes in budget are anticipated. Beginning 12 months prior to the conference, the budget will be updated by the Organizers monthly. One month prior to the conference, the budget will be updated by the Organizers weekly. The cost margins will be maintained through to the start of the conference (last budget update).

IV. The Society maintains the right to audit the finances of the Organizers at any time before, during or after the conference, and to suggest redirection of funds as appropriate, in order to avoid losses, adjust expenditures on a particular event or contract, or to add, remove or modify a particular event or contract. In such a situation, the final decision on any suggested changes will be made after discussion and majority vote of the Society Hosting Oversight Committee. 

V. The Organizers agree to set up and run the conference and its associated events as outlined in the Society By-Laws and Operations Manual.

VI. The Society agrees to financially support all activities recommended by the Organizers that fall within the guidelines and spirit of the conference series, and that do not entail overt risk to the Society’s reputation or financial independence. This includes adhering to all rules and regulations governing a US 501c3 tax exempt organization.

VII. Fees from registrations are not generally sufficient to carry the conference. The Society expects the Organizers to cover a significant portion (10-20%) of the conference costs through outside revenues – either grants, donations or in-kind contributions from parties other than the Society. The Society itself is a US 501c3 charitable organization and can accept tax exempt contributions from government or private sources if designated to do so by the Organizers. The members of the Hosting Oversight Committee are prepared to help the Organizers in generating applications for outside funding.

VIII. The Society agrees to set up, manage and maintain a bank account for collecting registration fees, booth fees, gifts, grants or other resources at the discretion of the Organizers, and to use this account to pay for services or contracts as directed by the Organizers. The account will be set up and maintained by the Society General Secretary and open to the Society Chair and vice-Chair as well as the Local Conference Chair.

IX. The Society agrees to take responsibility (be a signatory) on any and all contracts that the Organizers deem appropriate and necessary under the condition that the Hosting Oversight Committee has the option of being involved in the negotiation of said contracts. This includes, but is not limited to, hotel arrangements, leasing of conference halls or meeting facilities, significant event deposits or payments, etc.

X. The Society grants autonomy and responsibility, and assigns credit to the Organizers, for all aspects of the conference that do not directly entail financial commitment within the constraints and guidelines set forth in the By-Laws and Operations Manual. This includes selection of local committee members, invited speakers, session organizing, paper reviewing and acceptance decisions, etc.

XI. The Organizers agree to assign financial resources to several annual conference events that directly serve the administrative functions of the Society. These include at a minimum: (1) hosting a Society board meeting that would normally take place on the Sunday before the opening day of the conference; (2) hosting an International Organizing Committee luncheon that would normally take place on the first or second day of the conference; (3) hosting a Kenneth J Button Prize Committee luncheon meeting sometime during the conference week; (4) hosting a Young Scientist Award luncheon meeting sometime during the conference week; (5) hosting a Student Paper Prize Committee meeting on the first to third day of the conference; (6) hosting a Society and Organizers dinner sometime during the conference week; (7) hosting an opening reception (cost included with the registration fee) on the Sunday before (or on) the first full day of the conference; and (8) hosting a general conference banquet and awards ceremony (cost included with the registration fee) for all attendees sometime during the conference week.

Signed and dated in good faith:
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_______________________________					

Dr. XXX          					Peter H. Siegel
Candidate, Local Conference Chair		Society General Secretary
[bookmark: _GoBack]Dated:						Dated:
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