
Memorandum of Agreement

This memorandum outlines the agreement between the _______________ [program/department] of The Seattle Public Library (hereinafter “the Library”) and ________________ (hereinafter “the Provider”) to provide the _______________________ [program/service].  The purpose of this memo is to define the roles, responsibilities and expectations of each party.

Contacts

The Seattle Public Library

Contact name




Contact title




Contact phone number


Contact email




_______________________ [provider]

Contact name




Contact title




Contact phone number


Contact email:




Description of Project Relationship:

The agreement between the Library and the Provider will result in ______________________________ (intended outcome of the partnership).  The Library will provide ____________[one sentence description of the Library’s commitment].  The Provider will provide ______________ [one sentence description of the Library’s commitment].  This agreement goes into effect when signed by both parties and lasts until _______________ [date].

Responsibilities

The Library will provide the following: [be as specific as possible; be clear particularly about how program supplies will be purchased and paid for, how promotion will be handled and who is responsible, what Library resources will be used, and the expectations for key staff involved]

1. .

2. . 

3. .

The Provider will provide the following: [be as specific as possible]

1. .
2. . 

3. .

4. .

If the Provider will be using volunteers: 

The City of Seattle’s volunteer liability insurance does not cover volunteers from other organizations.  Therefore, for jointly sponsored programs that will rely on the services of another organization’s volunteers, external parties will be asked to provide proof of $1,000,000 liability insurance that covers their liability for co-sponsoring the program as well as liability for their volunteers (e.g. in case of injuries and any criminal or reckless misconduct by volunteers).
The Provider is responsible for conducting background checks on their volunteer service providers,  At a minimum, volunteer screening shall include review of a completed volunteer application, completion of a criminal history check through the Washington State Patrol’s WATCH System (or other system approved by the Library) and an interview.  If such screening discloses a history of convictions in the last seven years, the Provider will inform the Library before engaging the volunteer.
There are unforeseen emergency situations that arise.  [describe here how these situations will be handled and how the parties are to notify each other]

In the event that a conflict cannot be resolved by the Library contact and Provider contact, a conflict resolution meeting including the two contacts and their immediate supervisors (or the signatories to this agreement) will be held within a two-week period of the conflict.

In the last month of the agreement, the parties agree to meet to evaluate the project and relationship.

Failure to comply with terms of the agreement may result in termination of the agreement.  In the event of the need to terminate the agreement by either party prior to the agreed upon end date, a written notice and a joint meeting needs to be completed at the earliest possible time.

Signature of Library: _________________________________  date: _________

Print name __________________________________________

Signature of Provider: _______________________________   date: __________

Print name _________________________________________

