Sample Letter of Understanding and Agreement
Date

Name of Outside Group

Name of Individual Representing Group

Address

Address
Somewhere, Oregon 9xxxx

Dear Example,

This letter codifies a heretofore verbal understanding regarding the terms of support for [your OLA Unit] with the [Name of Outside Group].  [Provide details about how the work that the Outside Group does matches with the work that OLA does - see next two sentences for an example.] [Outside Group] facilitates communication and discovery between institutions, providing a forum for discussion and development of collaborative research related to all aspects of library work. [Outside Group] communicates with interested people through [to be determined]. [Provide information about what the Outside Group will be using the tool for.  See the next two sentences for an example]. To facilitate the management of the [name of the meeting or event] registration, [Outside Group] needed access to an online system that could serve that function.  Last year [example OLA unit] supported the workshop by asking OLA for use of the organization’s management system for registration and a limited amount of time from the Association Manager to oversee those funds as a single line item.  

The goals and outcomes of the [Outside Group] supports the work of the [OLA or OLA Unit]. [OLA or OLA Unit] would like to continue that support as long as [Outside Group] is viable and requires that support.  This letter then serves to put in writing that relationship of support and its responsibilities and privileges.

This written letter of understanding and agreement will begin _________and will terminate when either party gives the other advance notification of three months.

1. A member from the [Outside Group] will report and communicate regularly with the [for example, they could be established as an OLA Unit ex-officio member]  [OLA Unit] as appropriate to represent and inform this understanding. 

2. [Outside Group], through the [OLA Unit], will have access to the OLA’s  management system software for event registrations and payments.  [Outside Group] will have a separate line item in the OLA Enterprise Funds Breakout and those funds will be collected and recorded by the OLA Association Manager.  Payment for conference proceedings will be approved by the [Outside Group] chair and [OLA Unit] chair of OLA prior to submission to OLA Association Manager for payment. Payment for the use of OLA’s management system software and merchant account for conference registration shall be  5% of the total registration fee.  
3. Should [Outside Group] dissolve with funds left in the account, those funds would go to the [OLA Unit] Board account and the line item would be eliminated.

4. Should [Outside Group]’s future events not make enough money to pay the fee for use of MemberClicks or pay for the expenses of the event, the [OLA Unit] would pay that amount.

5. [OLA Unit] will support [Outside Group] with other needs as brought forth by the [Outside Group representative] and deemed reasonable and appropriate by the board. 

Your Name

Your OLA Title/ Your OLA Unit

I agree to the terms and conditions set above.

________________________________________

[Individual Representing]

[Name of Outside Group]

