MEMORANDUM OF UNDERSTANDING

BETWEEN

THE <Name of Organization> AND 

<Name of Organization>
  
  

I. INTRODUCTION 

A. PURPOSE 

This Memorandum of Understanding (MOU) between the <#1 Organization> and <#2 Organization> is jointly developed for the following purposes:

1. To provide temporary shelter, computer, and phone usage for <#1 Organization> employees to use at <#2 Organization Building Name> in the event of an evacuation during inclement weather, or during periods of damage to the physical structure of the <#1 Organization Building Name> located at <#1 Organization Building Name>;
2. To periodically test response and recovery of <#1 Organization> operations in accordance with this MOU.
II. ROLES AND RESPONSIBILITIES 

A. <#2 Organization Name> Roles and Responsibility to <#1 Organization Name>
With respect to access: 
1. Provide entry to <#2 Organization Building Name> at <Location>
2. Provide designated space for use by <Number> of <#1 Organization Name> employees for up to <Number> business days.
a) <Designated Area>
b) Use of restrooms during occupancy 
c) Use of break room facilities during occupancy

d) <add additional items as necessary>

With respect to equipment:

1. Provide designated equipment for use by up to <Number> of <#1 Organization Name> employees for up to <Number> business days.
a) Work space including desks or tables and chairs

b)  Ability to use computers connected to the State Network

c)  Ability to use available Cisco VOIP phones

d)  <add additional items as necessary>

B. <#1 Organization Name> Roles and Responsibilities to <#2 Organization Name> 
With respect to access: 

1. Notify the <#2 Organization> of need to occupy facilities;

2. Take reasonable care during occupancy to keep from disrupting <#2 Organization>’s operations
3. Vacate occupancy area in an organized manner 

4. Return the occupied area to its original layout and condition at the end of use of the facilities

With respect to equipment:

1. Make arrangements with the Delaware Department of Technology and Information prior to signature of this document in regard to connectivity of <#1 Organization> employees to <#2 Organization> computers connected to the State network.  Options include Virtual Routing and Forwarding (VRF) or a Wireless Access Point (WAP).
2. Make arrangements with the Delaware Department of Technology and Information in regard to connectivity of <#1 Organization> employees to <#2 Organization> available Cisco VOIP phones if applicable.

III. Administration of the MOU
A. Liaisons

1. <#1 Organization Name>  and <#2 Organization Name> shall each appoint a Liaison.  The functions of the Liaisons will be to:

a) Ensure adherence to the MOU procedures;

b) Develop and maintain a positive interagency relationship;

c) Mediate conflict resolution;

d) Identify facility use needs and encourage and assist in the development of use of the facilities 
2.       <#1 Organization Designated Liaison>, <Business Phone Number>, <After Hours Phone Number>. 

<#2 Organization Designated Liaison>, <Business Phone Number>, <After Hours Phone Number>. 

B. Term of the MOU 

The term of this MOU shall be reviewed <annually> beginning <Date>.  Changes affecting this MOU must be communicated to both <#1 Organization Name>  & <#2 Organization Name> Liaisons and may result from, but not be limited to: 

a) Changes in <#1 Organization Name> organizational occupancy of the <#1 Organization Building Name> building. 
b) Changes in <#2 Organization Name> organizational occupancy of the <#2 Organization Name Building> building; and
c) Physical damage or destruction of the <#2 Organization Building Name> building which interferes with the effective implementation of this agreement
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