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 (
When Do I Need an MOU?
)

A Memorandum of Understanding (MOU) shall be used to document a commitment or obligation whenever there is an exchange of funds, personnel, property/space, service or information between the ITA and the following: 1) foreign, federal, state, tribal, and local governments; 2) institutions of higher education; and 3)other public and private organizations (where authorized).  
An MOU is required for:

· Purchasing goods or services from another Federal Government agency.
· Providing goods or services to another Federal Government agency.
· Conducting a project with a non-profit or public organization with all parties providing equitable resources (staff or funds) for the project and the project is of mutual interest.
· Providing services to a company.
· Reimbursable or non-reimbursable detail with another Federal Government agency   [Note:  Details with state or local governments, or associations require an interagency personnel agreement – consult the Office of Strategic Resources.]
· Producing/providing a special report, list, compilation, study, or transcript of such for another Federal Government agency, individual, or private organization.
· Providing specialized or technical services to state or local governments.

Authority to Transfer Funds between Federal agencies specifically authorized by law and not unlimited. See Commerce Acquisitions Manual (CAM) Chapter 1317.570, Section 3, Appendix B, for a listing of the statutory authorities. 
A Memorandum of Intent (MOI) is used to define the nature, terms, and conditions for facilitating and coordinating efforts of mutual interest to the parties.  An MOI is not an obligating document and may not be used to commit ITA assets or resources.  An MOI may be used with any type of entity, including foreign governments.  
An agreement (MOU or MOI) is not required for purchasing goods or services from other than a Federal Government agency.  Complete a Procurement Contract or purchase order.  
If you have further questions about whether an agreement is required, contact the Office of The Assistant General Counsel for Administration:  202-482-5391.
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What MOU Do I Use?
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Purchasing goods or services from another Federal Government agency:   Complete an Economy Act – Purchasing Agreement.  Go to http://www.ogc.doc.gov/gen_law.html and click on “(1) Economy Act – Purchasing Agreements” for the agreement template.
Providing goods or services to another Federal Government agency on a fully reimbursable basis:  Complete an Economy Act – Supplier/Provider Agreement.  Go to http://www.ogc.doc.gov/gen_law.html and then click on “(2) Economy Act – Providing Agreements” for the agreement template.
Both (or all) parties providing equitable resources (staff or funds) for the project and the project is of mutual interest:    Complete a Joint Project Authority agreement.   Go to http://www.ogc.doc.gov/gen_law.html and then click on “(3) Joint Project Agreements” for the agreement template.   
Providing services to a company [For example:  working together on a conference, or the company is to contribute to defray ITA’s cost for service to the company.]:   Complete a Mutual Education and Cultural Exchange Act agreement.  Go to http://www.ogc.doc.gov/gen_law.html and then click on “(1) Mutual Education and Cultural Exchange Act (MECEA) Agreements” for the agreement template.   
Detail with another Federal Government agency:  Complete an Economy Act, Reimbursable Detail Agreement or a Non-reimbursable Detail Agreement.  Go to http://www.ogc.doc.gov/gen_law.html and then click on “(6) Reimbursable Detail Agreement” or “(7) Non-reimbursable Detail Agreement”, as appropriate, for the agreement template.   Reimbursable details will require a reimbursable code and project code, available from the Office of Financial Management (482-5627), and a reimbursable agreement cover sheet. 
Defining the nature, terms, and conditions for facilitating and coordinating efforts of mutual interest to the parties (any type of entity including foreign governments), for which no resources are committed (frequently used when a signing ceremony is desired):  Complete a formal Memorandum of Intent if with a foreign government.  Click on Formal MOI  for the agreement template.  Otherwise, complete an informal Memorandum of Intent by clicking on Informal MOI. 
If none of the above apply or you have further questions about agreement types, click on http://www.ogc.doc.gov/gen_law.html or contact the Office of The Assistant General Counsel for Administration’s “Attorney of the Day” at  202-482-5391.
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 1
Prepare 
Economy Act for Purchasing 
A
greement
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 ).
)


 (
Step
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MOU Summary and Concurrence Record,
 ITA-
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C
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.
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 3
Prepare 
Determination and Findings (D&F), ITA-2080
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Availability of Funds Memo
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Supplemental D&F Memo
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After the agreement is approved by your program area (but not signed) e-mail the  package ( 
Concurrence Record ITA
-
TBD
, D&F, memos, agreement) to 
ITAMOUs@mail.doc.gov
. 
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.
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 (
Step
 1
Prepare 
Economy Act - Purchasing 
Agreement (click on (1) Economy Act-Purchasing Agreements at 
http://www.ogc.doc.gov/gen_law.
html
 ).
  
)



· Complete the Economy Act - Purchasing Agreement template according to embedded instructions.  Go to http://www.ogc.doc.gov/gen_law.html and click on (1) Economy Act – Purchasing Agreements.  
· You will need the following information when completing the agreement:
· Name and contact information of other party entering into agreement.
· Description of the goods or services being acquired and why ITA is requesting goods or services.
· Operating Unit’s programmatic authority for which purchase is related – consult Key Legal Authorities or the Office of the General Counsel (OGC) (Contact Information) for your Program Area.
· Other agency’s legal authority for providing requested goods or services.
· Delivery requirements, amount and method of payment (monthly, quarterly, in advance), and method and frequency of performance reporting.
· Treasury Account Symbols for ITA (“139/01250” for 2-year funding and “13X1250” for no-year funding) and other agency.
· Business Event Type Code for ITA is “DISB” and other agency is “COLL”.
· Business Partner Network (BPN) number/DUNS number for ITA (“929956225”) and other agency.
· Duration of agreement -- known as period of performance.
· Who will sign the agreement for each party  - consult Signatory Authorities for list of officials authorized to sign the agreement for ITA.
· NOTE:  Accounting will assign the agreement number when they receive the agreement.   If you ever need to file an extension or amendment to the agreement, Accounting will also assign the extension or amendment number.
· Consult the Office of General Counsel as necessary when drafting.  See Contact Information for telephone numbers and email addresses. 
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A
greement
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 (
Step
 2
Prepare 
MOU Summary and Concurrence Record, ITA-
TBD
 completing Item 6,
 as specified in 
below to obtain concurrence with the agreement
.
 
)





Instructions for completion of the ITA-TBD are available at Instructions for Completing the ITA-TBD.   For completion of Item 6, “Internal Routing”, see below.
· If the cost of the purchase is not greater than $25,000 
· If an Import Administration (IA) agreement - Prepare the ITA-TBD completing Item 6, “ Internal Routing”, as specified at Internal Routing for an Economy Act – Purchasing Agreement less than $25,000 - IA.
· If other than an IA agreement (CFO-ADMIN, CIO, MAC, MAS, USFCS) – Prepare the ITA-TBD completing Item 6, “ Internal Routing” as specified at Internal Routing for an Economy Act - Purchasing Agreement less than $25,000 and ITA -- Organizational Unit other IA.
· If the cost of the purchase is greater than $25,000
· If an IA agreement - Prepare the ITA-TBD, completing Item 6,  “Internal Routing” as specified at Internal Routing for an Economy Act – Purchasing Agreement greater than $25,000 - IA.
· If other than an IA agreement (CFO-ADMIN, CIO, MAC, MAS, USFCS) - Prepare the ITA-TBD completing Item 6, “Internal Routing” as specified at Internal Routing for an Economy Act – Purchasing Agreement greater than $25,000 and -- ITA Organization Unit other than IA.
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Step
 3
Prepare 
Determination and Findings, ITA-2080
,  
Availability of Funds Memorandum
, and 
Supplemental D&F Memorandum
.
)





[bookmark: DF_ITA_2080]The Determination and Findings, ITA-2080 can be found at the OurPlace forms data base at: http://ourplace.ita.doc.gov/DOC/workflow.nsf?OpenDatabase. Click on ITA forms.

Click on Availability of Funds Memorandum for a draft format.

Click on Supplemental D&F Memorandum for NOAA’s requirements for this memorandum.
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 (
Step
 
4
After the agreement is approved by your program area (but not signed) e-mail the
 
 package (
ITA-
TBD,
 D&F,
 memos,
 agreement
)
 
to 
ITAMOUs@mail.doc.gov
.
)




Ensure your package is complete:
· Did you use the correct transmittal to ensure accurate routing?  
· Did you update the routing with the Program Area specific information?
· Did you clearly describe the goods or services being purchased?
Once you email the agreement package to ITAMOUs@mail.doc.gov, Accounting will assign the agreement number and route the agreement package for approval.
You may receive questions and/or edits from the reviewers during the approval process.  Incorporate all comments prior to the agreement package going to the Office of General Counsel for Administration.
You can follow the approximate approval time line of the agreement according to the Economy Act flowchart.
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Establishing an Economy Act – Purchasing 
A
greement
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 (
Step
 
5
The originator must o
btain original signatures
 
on 2 copies of the approved agreement.
)





 (
Step
 
6
The originating office is responsive for s
can
ning the signed agreement package with signatures and e
-mail
ing 
 to 
ITAMOUs@mail.doc.gov
 .
  Maintain one agreement with original signatures; other party keeps one agreement
. 
)






 (
Step
 
7
Scan complete package.
Complete agreement package includes ITA-
TBD
, D&F, availability of funds memorandum, supplemental D&F memorandum, Office of General Counsel’s clearance memorandum (for agreements less than or equal to $25,000), and signed agreement.
)
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Step
 1
Prepare 
Economy Act for Providing 
Agreement (click on (2) Economy Act–Providing Agreements at 
http://www.ogc.doc.gov/gen_law.html
.
)


 (
Step
 2
Prepare 
MOU Summary and Concurrence Record,
 
ITA
-TBD 
completing
 Item 6,
 as specified in 
Internal Routing
 to obtain concurrence with the agreement
.
)


 (
Step
 3
After the agreement is approved by your program area (but not signed), e-mail the
 ITA-
TBD
 and agreement 
to 
ITAMOUs@mail.doc.gov
 
.
.
)

 (
Step
 
4
Originator o
btain
s
 original signatures on 2 copies of the approved agreement
.
)


 (
Step
 
5
Scan the 
signed agreement 
and the ITA-TBD.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement with original signatures.
)
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 (
Step
 1
Prepare 
an Economy Act – Providing agreement (click on (2) Economy Act–Providing Agreements at 
http://www.ogc.doc.gov/gen_law.html
 
 
.
)


· Complete the Economy Act - Providing Goods or Services template according to embedded instructions.  Go to http://www.ogc.doc.gov/gen_law.html and click on (2) Economy Act – Providing Agreements.  
· You will need the following information when completing the agreement:
· Name and contact information of other party entering into agreement.
· Description of the goods or services and why the parties are undertaking the project.
· Statutory/legal authority for each agency to undertake the project – consult Key Legal Authorities or the Office of the General Counsel (OGC)/International Commerce or OGC/Import Administration (Contact Information) and the contact at the other agency.
· Delivery requirements, amount and method of payment (monthly, quarterly, in advance), and method and frequency of performance reporting.  Use the Reimbursable Cost Estimate Worksheet (Being developed by OFM) to determine the cost of the project.
· Treasury Account Symbols for ITA (“139/01250” for 2-year funding and “13X1250” for no-year funding) and other agency.  
· Business Event Type Code for ITA is “COLL” and other agency is “DISB”. 
· Business Partner Network (BPN) number/DUNS number for ITA (“929956225”) and other agency
· Period of performance.
· Consult Signatory Authorities for a list of who can sign the agreement for ITA. 
·  NOTE:  Accounting will assign the agreement number when they receive the agreement.  If you ever need to file an extension or amendment to the agreement, Accounting will also assign the extension or amendment number.
· Consult the Office of General Counsel as necessary when drafting.  See Contact Information for telephone numbers and email addresses. 
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Establishing an Economy Act – P
rovid
ing Agreement
)

 (
Step
 2
Prepare 
MOU Summary and Concurrence Record, ITA-
TBD
 completing Item 6,
 as specified
 
 in 
Internal Routing
 to obtain concurrence with the agreement
.
)




Instructions for completion of the ITA-TBD are available at Instructions for Completing the ITA-TBD.   For completion of Item 6. Internal Routing, see below.
· If the cost is not greater than $25,000 
· If an Import Administration (IA) agreement - Prepare the ITA-TBD completing Item 6. Internal Routing as specified at Internal Routing for an Economy Act – Providing Goods or Services Agreement less than $25,000 - IA.
· If other than an IA agreement (CFO-ADMIN, CIO, MAC, MAS, USFCS) – Prepare the ITA-completing Item 6. Internal Routing as specified at Internal Routing for an Economy Act – Providing Goods or Services Agreement less than $25,000 and ITA Organizational Unit other than IA”).
· If the cost of the purchase is greater than $25,000
· If an Import Administration agreement - Prepare the ITA-TBD  completing Item 6. Internal Routing as specified at Internal Routing for an Economy Act – Providing Goods or Services Agreement greater than $25,000 - IA.
· If other than an Import Administration agreement (CFO-ADMIN, CIO, MAC, MAS, USFCS) - Prepare the ITA-TBD completing Item 6. Internal Routing as specified at Internal Routing for an Economy Act – Providing Goods or Services Agreement greater than $25,000 and Organizational Unit other than IA.
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Establishing an Economy Act – P
rovid
ing Goods or Services Agreement
)


 (
Step
 
3
After the agreement is approved by your program area (but not signed), e-mail the ITA-TBD
 and agreement 
to 
ITAMOUs@mail.doc.gov
 
.
)




Ensure your package is complete:
· Did you use the correct transmittal to ensure accurate routing?  
· Did you update the routing with the Program Area specific information?
· Did you clearly describe the goods or services being purchased?
Once you email the agreement package to ITAMOUs@mail.doc.gov, Accounting will assign the agreement number and route the agreement package for approval.
You may receive questions and/or edits from the reviewers during the approval process.  Incorporate all comments prior to the agreement package going to the Office of General Counsel for Administration.
You can follow the approximate approval time line of the agreement according to the Economy Act flowchart.
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Establishing an Economy Act – P
rovid
ing Goods or Services Agreement
)


 (
Step
 
4
Originator o
btain
s
 original signatures
 
on 2 copies of the approved agreement.
)





 (
Step
 
5
Originator scans the 
signed agreement 
and the ITA-TBD.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement with original signatures.
)









 (
Step
 
6
Scan complete package. 
Complete agreement package includes ITA-
TBD
, Office of General Counsel’s clearance memorandum (for agreements 
less than or equal to 
$25,000), and signed agreement.
)
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 Joint Project 
Agreement
)


 (
Step
 1
Prepare 
a 
Joint Project 
Agreement (click on (3) Joint Project Agreements at 
http://www.ogc.doc.gov/gen_law.
html
)
.
)


 (
Step
 2
Prepare 
MOU Summary and Concurrence Record, ITA-TBD
 completing Item 6 as specified in 
Internal Routing
 to obtain concurrence with the agreement
.
)


 (
Step
 3
After the agreement is approved by your program area (but not signed), e-mail the
 
ITA-TBD
 and agreement 
to 
ITAMOUs@mail.doc.gov
 
.
.
)

 (
Step
 
4
Originating office o
btain
s
 original signatures on 2 copies of the approved agreement
.
)


 (
Step
 
5
Scan the 
signed agreement 
and the ITA-TBD.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement
.
)
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 (
Step
 1
Prepare 
a 
Joint Project 
Agreement (click on (3) Joint Project Agreements at 
http://www.ogc.doc.gov/gen_law.
html
)
.
)



· Complete the Joint Project Agreement template according to embedded instructions.  Go to http://www.ogc.doc.gov/gen_law.html and click on (3) Joint Project Agreements.  

· You will need the following information when completing the agreement:
· Name and contact information for partner(s) entering into agreement.
· Description and benefits of the project.
· Statutory authority to undertake the project – consult Legal Key Authorities or the Office of the General Counsel (OGC)/International Commerce or Import Administration as listed (Contact Information) for your Program Area.
· Roles and responsibilities of each partner.
· Estimated total cost and shares for each party. 
· Period of performance.
· Who will sign the agreement for each party?  For ITA, the Assistant Secretary for the program unit involved signs their unit’s joint project agreements.
· NOTE:  If the joint partner requests to use the DOC seal, emblem, insignia, or logo, include the following statement in the agreement:  “Use of the [enter ITA or DOC seal, logo, etc. as appropriate] is contingent upon approval from the Department of Commerce.”  Follow the appropriate instructions at http://www.ita.doc.gov/ooms/ooms45.htm to request permission to use the seal, emblem, insignia, and/or logo.
· NOTE:  Accounting will assign the agreement number when they receive the agreement.  If you ever need to file an extension or amendment to the agreement, Accounting will also assign the extension or amendment number.
· Consult the Office of General Counsel as necessary when drafting.  See Contact Information for telephone numbers and email addresses. 
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 Joint Project 
Agreement
)



 (
Step
 
2
Prepare 
MOU Summary and Concurrence Record, ITA-
TBD
 completing Item 6 as specified in 
Internal Routing
 to obtain concurrence w
ith the agreement
.
)



Instructions for completion of the ITA-TBD are available at Instructions for Completing the ITA-TBD.   For completion of Item 6, Internal Routing, see below.
· If an Import Administration (IA) agreement - Prepare the ITA-TBD completing Item 6, Internal Routing as specified at Internal Routing for Joint Project Authority and MECEA Agreements - IA.
· If other than an IA agreement (CFO-ADMIN, CIO, MAC, MAS, USFCS) – Prepare the ITA-TBD completing Item 6,  Internal Routing as specified at Internal Routing for Joint Project Authority and (Mutual Educational and Cultural Exchange Act ) MECEA Agreements and ITA Organizational Unit other than IA.
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Establishing a
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 Agreement
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 (
Step
 3
After the agreement is approved by your program area (but not signed), e-mail the
 
ITA-TBD
 and agreement 
to 
ITAMOUs@mail.doc.gov
.
)




Ensure your package is complete:
· Did you use the correct transmittal to ensure accurate routing?  
· Did you update the routing with the Program Area specific information?
· Did you clearly describe the roles and responsibilities of each party to the agreement?
· If the agreement calls for the use of the ITA/DOC logo or seal, did you include the following statement in the agreement:  “Use of the ITA/DOC logo (or seal) is contingent upon approval from the Department of Commerce.”?
· You must also prepare a memorandum and route it separately for approval.  See http://www.ita.doc.gov/ooms/ooms45.htm for instructions to prepare a request for permission to use DOC seals, emblems, insignia, and logos.
Once you email the agreement package to ITAMOUs@mail.doc.gov, Accounting will assign the agreement number and route the agreement package for approval.
You may receive questions and/or edits from the reviewers during the approval process.  Incorporate all comments prior to the agreement package going to the Office of General Counsel for Administration.
You can follow the approximate approval time line of the agreement according to the Joint Project and MECEA Agreements flowchart.
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Establishing a
 Joint Project Authority
 Agreement
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 (
Step
 
4
Obtain original signatures
 
on 2 copies of the approved agreement.
)




 (
Step
 
5
Scan the 
signed agreement 
and the ITA-TBD.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement
)






Scan complete package.

Complete agreement package includes ITA-TBD, Office of General Counsel’s clearance memorandum, and signed agreement.
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Establishing a
 
MECEA
 Agreement
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 (
Step
 1
Prepare 
a MECEA agreement (click on (1) Mutual… (MECEA) Agreements at 
http://www.ogc.doc.gov/gen_law.
html
 under Bureau Specific Authorities)
.
)


 (
Step
 2
Prepare 
MOU Summary and Concurrence Record, ITA-TBD
 completing Item 6
,
 as specified in 
Internal Routing
 to obtain concurrence with the agreement
.
)


 (
Step
 3
After the agreement is approved by your program area (but not signed), e-mail the
 
ITA-TBD
 and agreement 
to 
ITAMOUs@mail.doc.gov
.
.
)

 (
Step
 
4
Obtain original signatures on 2 copies of the approved agreement
.
)


 (
Step
 
5
Scan the 
signed agreement 
and the ITA-TBD.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement
 
with original signatures.
)
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Establishing a
 MECEA
 Agreement
)

 (
Step
 1
Prepare 
a MECEA agreement (click on (1) Mutual… (MECEA) Agreements at 
http://www.ogc.doc.gov/gen_law.
html
 under Bureau Specific Authorities).
)




· Complete the MECEA  agreement template according to embedded instructions.  Go to http://www.ogc.doc.gov/gen_law.html and click on (1) Mutual Education and Cultural Exchange Act (MECEA) Agreements.  
· You will need the following information when completing the agreement:
· Name(s) of parties(s) entering into agreement and contact information
· Description and benefits of the project 
· Statutory authority to undertake the project – consult Key Legal Authorities or the Office of the General Counsel (OGC)/International Commerce or Import Administration as listed (Contact Information) for your Program Area.
· Roles and Responsibilities of each partner
· Period of performance
· Who will sign the agreement for each party - consult Signatory Authorities for who will sign the agreement for ITA.    
· NOTE:  If the joint partner requests to use the DOC seal, emblem, insignia, or logo, include the following statement in the agreement:  “Use of the [enter ITA/DOC seal, logo, etc. as appropriate] is contingent upon approval from the Department of Commerce.”  Follow the appropriate instructions at http://www.ita.doc.gov/ooms/ooms45.htm to request permission to use the seal, emblem, insignia, and/or logo.
· NOTE:  Accounting will assign the agreement number when they receive the agreement.  If you ever need to file an extension or amendment to the agreement, Accounting will also assign the extension or amendment number.
· Consult the Office of General Counsel as necessary when drafting.  See Contact Information for telephone numbers and email addresses. 
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 MECEA
 Agreement
)



 (
Step
 
2
Prepare 
MOU Summary and Concurrence Record, ITA-TBD
 completing Item 6. as specified in 
Internal Routing
 to obtain concurrence with the agreement
.
)




Instructions for completion of the ITA-TBD are available at Instructions for Completing the ITA-TBD.   For completion of Item 6, Internal Routing, see below.
· If an Import Administration agreement - Prepare the ITA-TBD completing Item 6. Internal Routing as specified at Internal Routing for Joint Project Authority and MECEA Agreements – IA.
· If other than an Import Administration agreement (CFO-ADMIN, CIO, MAC, MAS, USFCS) – Prepare the ITA-TBD completing Item 6. Internal Routing as specified at Internal Routing for Joint Project Authority and MECEA Agreements and Organizational Unit other than IA.
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Establishing a
 MECEA
 Agreement
)


 (
Step
 3
After 
the agreement is approved by your program area (but not signed), e-mail the 
ITA-233
 and agreement to 
ITAMOUs@mail.doc.gov
.
)




Ensure your package is complete:
· Did you use the correct transmittal to ensure accurate routing?  
· Did you update the routing with the Program Area specific information?
· Did you clearly describe the roles and responsibilities of each party to the agreement?
· If the agreement calls for the use of the ITA/DOC logo or seal, did you include the following statement in the agreement:  “Use of the ITA/DOC logo (or seal) is contingent upon approval from the Department of Commerce.”?
· You must also prepare a memorandum and route it separately for approval.  See (hyperlink to instructions) for instructions to prepare a request for permission to use seals, emblems, insignia, and logos.
Once you email the agreement package to ITAMOUs@mail.doc.gov, Accounting will assign the agreement number and route the agreement package for approval.
You may receive questions and/or edits from the reviewers during the approval process.  Incorporate all comments prior to the agreement package going to the Office of General Counsel for Administration.
You can follow the approximate approval time line of the agreement according to the Joint Project Authority and MECEA Agreements flowchart.
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Establishing a
 MECEA
 Agreement
)


 (
Step
 
4
Obtain 
original signatures
 
on 2 copies of the approved agreement.
 
)









 (
Step
 
5
Scan the 
signed agreement 
and the ITA-233.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement 
.
with original
)





Scan complete package.

Complete agreement package includes ITA-TBD, Office of General Counsel’s clearance memorandum, and signed agreement.
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Establishing a
 
Detail
 
Agreement
)


 (
Step
 1
Prepare 
a Detail agreement (click on (6) Reimbursable Detail Agreement or (7) Non-Reimbursable Detail Agreement at 
http://www.ogc.doc.gov/gen_law.
html
)
.
)


 (
Step
 2
Prepare 
MOU Summary and Concurrence Record, 
ITA-233
 completing Item 6. as specified in 
Internal Routing
 to obtain concurrence with the agreement
.
)


 (
Step
 3
After the agreement is approved by your program area (but not signed), e-mail the
 
ITA-233
 and agreement 
to 
ITAMOUs@mail.doc.gov
.
.
)

 (
Step
 
4
Prepare an 
SF-52
 
 and forward to the Office of Strategic Resources
.
)


 (
Step
 
5
Obtain original signatures on 2 copies of the approved agreement
.
)


 (
Step
 
6
Scan the 
signed agreement 
and the ITA-233.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement 
.
with original signatures.
)



 (
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 (
Step
 1
Prepare 
a Detail agreement (click on (6) Reimbursable Detail Agreement or (7) Non-Reimbursable Detail Agreement at 
http://www.ogc.doc.gov/gen_law.
html
)
.
)




· Complete the Reimbursable Detail agreement template or the Non-Reimbursable Detail agreement template according to embedded instructions.  Go to http://www.ogc.doc.gov/gen_law.html and click on (6) Reimbursable Detail Agreement or (7) Non-Reimbursable Detail Agreement as appropriate.  

· You will need the following information when completing the agreement:
· Name of other party entering into agreement with ITA and their mission.
· Description of the detail 
· Statutory/legal authority for detail – consult Key Legal Authorities or the Office of the General Counsel (OGC)/International Commerce or OGC/Import Administration (Contact Information) for your Program Area.
· Benefits to ITA in accomplishing its mission
· Roles and Responsibilities of each partner
· Contact information for each party 
· Period of agreement
· Principal Deputy Assistant Secretary (or equivalent) signs detail agreements
· NOTE:  Accounting will assign the agreement number when they receive the agreement.  If you ever need to file an extension or amendment to the agreement, Accounting will also assign that extension or amendment number.

· 
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 (
Step
 1
Prepare 
a Detail agreement (click on (6) Reimbursable Detail Agreement or (7) Non-Reimbursable Detail Agreement at 
http://www.ogc.doc.gov/gen_law.
html
)
.
)

(CONT’D)
· For a Reimbursable Detail, you will also need the following information:
· Why the other party is requesting the detail
· Other party’s legal authority under which they are paying for the detail.
· Cost of the detail – use the Reimbursable Cost Estimate Worksheet
· Delivery requirements, amount and method of payment (monthly, quarterly, in advance), and method and frequency of performance reporting.  
· Treasury Account Symbol for ITA (“139/01250” for 2-year funding and “13X1250” for no-year funding) and other agency
· Business Event Type Code for ITA is “COLL” and other agency is “DISB”
· Business Partner Network (BPN) number/DUNS number for ITA (“929956225”) and other agency
· Consult the Office of General Counsel as necessary when drafting.  See Contact Information for telephone numbers and email addresses.

· The Department is in the process of updating Human Resources guidance on Details. 
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 (
Step
 2
Prepare 
MOU Summary and Concurrence Record, ITA-TBD
 completing Item 6. as specified in 
Internal Routing
 to obtain concurrence with the agreement
.
)





· Instructions for completion of the ITA-TBD are available at Instructions for Completing the ITA-TBD.   

· Complete Item 6, Internal Routing as specified at Internal Routing for Details within DOC.
· 
· There are different Internal Routing Requirements For Details Outside of DOC. 
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 (
Step
 3
After the agreement is approved by your program area (but not signed), e-mail the
 
ITA-233
 and agreement 
to 
ITAMOUs@mail.doc.gov
.
.
  
)





Ensure your package is complete:
· Did you use the correct transmittal to ensure accurate routing?  
· Did you update the routing with the Program Area specific information?
· Did you clearly articulate the roles and responsibilities in the agreement?
Once you email the agreement package to ITAMOUs@mail.doc.gov, Accounting will assign the agreement number and route the agreement package for approval.
You may receive questions and/or edits from the reviewers during the approval process.  Incorporate all comments prior to the agreement package going to the Office of General Counsel for Administration.
You can follow the approximate approval time line of the agreement according to the Detail MOUs flowchart.
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Step
 
4
Prepare an 
SF-
52
 and forward to the Office of Strategic Resources.
)






 (
Step
 
5
Obtain original signatures
 
on 2 copies of the approved agreement.
)










 (
Step
 
6
Scan the 
signed agreement 
and the ITA-233.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement 
.
with original signatures.
)





Scan complete package.

Complete agreement package includes ITA-TBD, Office of General Counsel’s clearance memorandum, and signed agreement.
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 2
Prepare 
MOU Summary and Concurrence Record, ITA-TBD
 completing Item 6. as specified in 
Internal Routing
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.
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Step
 3
After the agreement is approved by your program area (but not signed), e-mail the
 
ITA-233
 and agreement 
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ITAMOUs@mail.doc.gov
.
.
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 (
Step
 
4
Obtain original signatures on 2 copies of the approved agreement
.
)
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Step
 
5
Scan the 
signed agreement 
and the ITA-233.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement 
.
with original signatures.
)
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 (
Step
 1
Prepare 
e
ither a 
Formal Memorandum of Intent
 (MOI) or an 
Informal Memorandum of Intent
.
)



· Complete a Formal Memorandum of Intent (MOI) when  preparing an agreement with a foreign government.  Complete an Informal Memorandum of Intent (MOI) when preparing an agreement with a domestic association.  However, this is also dependent on who is signing for the Department of Commerce and the nature of the event.  
· For more information on Memoranda of Intent, go to  Memorandum of Intent.
· You will need the following information when completing the agreement:
· Name of other party and its mission
· Shared goal and why working together to achieve that goal
· How parties will facilitate or coordinate efforts
· Contacts of each party (optional) Description of the project 
· Who will sign the agreement for each party.  For DOC, the Secretary signs and for ITA, the UnderSecretary signs. 
· NOTE:  Accounting will assign the agreement number when they receive the agreement.  
· Consult the Office of General Counsel as necessary when drafting.  See Contact Information for telephone numbers and email addresses. 
 (
Step
 2
Prepare 
MOU Summary and Concurrence Record, ITA-TBD
 completing Item 6
,
 as specified in 
Internal Routing
 to obtain concurrence with the agreement
.
)





· Instructions for completion of the ITA-TBD are available at Instructions for Completing the ITA-TBD.   
· Complete Item 6. Internal Routing as specified at Internal Routing for Memoranda of Intent. 
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 (
After the agreement is approved by your program area (but not signed), e-mail the
 
ITA-233
 and agreement 
to 
ITAMOUs@mail.doc.gov
.
) (
Step
 
3
)





Ensure your package is complete:
· Did you use the correct transmittal to ensure accurate routing?  
· Did you update the routing with the Program Area specific information?
Once you email the agreement package to ITAMOUs@mail.doc.gov, Accounting will assign the agreement number and route the agreement package for approval.
You can follow the approximate approval time line of the agreement according to the Memorandum of Intent flowchart.

 (
Step
 
4
Obtain original signatures on 2 copies of the approved agreement.
)







 (
Step
 
5
) (
Scan the 
signed agreement 
and the ITA-233.  E-mail 
to 
ITAMOUs@mail.doc.gov
 
.  Maintain one agreement with original signatures; other party keeps one agreement 
.
with original signatures.
)
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)


Agency Location Code (ALC) – Numeric symbol used to identify an agency accounting location or regional financial office on accounting reports and documents.  The ALC consists of an 8-digit agency accounting station, a 4-digit disbursing office symbol, or a 3-digit Treasury Financial Center symbol.  Since NIST provides accounting services for ITA, the ALC is 13060001.
Approving Official – Operating unit official who has authority to create a legal liability on the part of the Department of Commerce (DOC) to make a disbursement of funds under the terms of an agreement.  The approving official is responsible for all aspects of the agreement with the authority to approve, amend, administer, close out, suspend, and/or terminate an agreement and make a related Determination and Finding (D&F).  The approving official must have appropriate delegated authority to obligate federal funds.  For ITA’s approving officials for agreements, see Signatory Authorities.
Business Event Type Code (BETC) – Code used to indicate the type of activity being reported such as payments or collections.  This code must accompany the Treasury Account Symbol (TAS) and the dollar amounts in order to classify the transaction against the fund balance with Treasury.  When paying for goods or services, the BETC is DISB (disbursements) and COLL (collections) when providing the goods or services.  
Business Partner Network (BPN) Number - Unique Identifier for those engaged in buying and selling.  Federal civilian agencies and non governmental entities use the 9–digit Data Universal Numbering System (DUNS).  The BPN number for ITA is 929956225.

Determination and Finding (D&F)  - A written approval by an authorized official (i.e. Contracting Officer) that is required by statute or regulation as a prerequisite to taking certain contractual action.  The determination is a conclusion supported by the findings, which are statements of fact or rationale used to support the determination and must cover each requirement of the statute or regulation.  For ITA purchases, the findings are the rationale for why ITA is purchasing from another government agency as opposed to the private sector such as the services are not available elsewhere.
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Dun and Bradstreet Universal Numbering System (DUNS) Number – Unique numbers that are assigned to individual business locations of federal buyer and seller agencies to ensure standardized government-wide reporting and accounting for intra-governmental transactions.
Economy Act (31 USC 1535) – Authorizes the head of an agency or major organizational unit within an agency to place an order with a major organizational unit within the same agency or another agency for goods or services.
Grant – The legal instrument (as defined at 31 USC 6304) reflecting a relationship between ITA and a recipient whenever (a) the principal purpose of the relationship is to provide financial assistance to a recipient, and (b) no substantial involvement is anticipated between ITA and the recipient during the performance of the contemplated activity.  A grant is not a type of MOU.
In-Kind Contributions – Contribution other than a monetary one that is formally included in the agreement.  Salaries, official travel expenses, office supplies, computer hardware and software, and office furniture are examples of in-kind contributions.
Interagency or other Special Agreement (IOSA) – Refers to all types of formal, written agreements between two parties by which services or commodities are exchanged or to document a mutual understanding which does not involve the exchange of resources.  IOSAs include memoranda of agreement, memoranda of understanding, joint project agreements, interagency agreements, interagency purchase orders, and any other document that details the terms and both parties’ acceptance.
Intra-governmental Payment and Collection (IPAC) System – System operated by the Department of the Treasury to settle exchange transactions between Federal agencies. 
Joint Project Agreement (JPA) – Agreement (as defined at 15 USC 1525) used to equitably share the costs of a project/space with a non-profit or public organization on a matter of mutual interest.
Memorandum of Agreement (MOA) – Same as a Memorandum of Understanding (MOU).  See definition of MOU below.
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Memorandum of Intent (MOI) - Planning document used to define the nature, terms, and conditions for facilitating and coordinating efforts of mutual interest to the parties.  An MOI is not an obligating document and may not be used to commit ITA assets or resources.  Other types of agreements may be used in conjunction with or subsequent to an MOI to memorialize any commitments.  An MOI may be used with any type of entity, including foreign governments.  An MOI frequently is used when a signing ceremony is desirable, but the parties have only agreed to cooperate.
Memorandum of Understanding (MOU) – A generic term referring to any arrangement that is not a procurement contract, a grant, or a cooperative agreement.  The term MOU has no reference to any designated statutory authority or financial arrangement.  The term is synonymous or interchangeable with the word “agreement” in general.  There is no legal significance between the terms Memorandum of Agreement and MOU.  A joint project is a type of MOU.
Mutual Educational and Cultural Exchange Act (MECEA) Agreement – Agreement conducted under the MECA of 1961 that allows ITA to accept contributions of funds and/or services from firms for the purposes of furthering its mission.    The flow of funds, goods, or services must be from the company to ITA.  While ITA can also contribute its own resources towards a specific project, like a conference, it cannot contribute to the company itself.  ITA has typically used this type of agreement for three purposes:  (1) to defray its actual costs of providing services to specific companies, (2) with for-profit companies when both parties wish to work together on a specific project such as a conference, and (3) to accept voluntary donations.
National Institute of Standards and Technology (NIST) – Department of Commerce agency that provides accounting services for ITA.
National Oceanic and Atmospheric Administration(NOAA) – Department of Commerce agency that provides acquisition services for ITA.
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Non-reimbursable Agreement – An agreement that commits operating unit resources to another party or parties to the agreement but does not obligate cash to or from the operating unit and another party to the agreement.  This agreement could commit previously budgeted and currently available operating unit resources other than case or could simply be used to “agree to agree”.  Resources could be in the form of personnel, travel, and other in-kind types of commitments.
Office of the Assistant General Counsel for Administration (AGC/Admin) – The Office of the Assistant General Counsel for Administration (AGC/Admin) is responsible for the coordination of all legal matters involved in and concerned with the activities and interests of the Department of Commerce in the field of administrative law. The AGC/Admin is the source of legal expertise in specific areas of administrative law, appropriations issues, civil rights, collective bargaining, employee benefits, ethics, fiscal law, labor relations, management, personnel, property and travel allowance.  The General Law division of the AGC/Admin must review and approve all agreements prior to any operating unit head signing the agreement.
Office of the Chief Counsel for Import Administration (OCC-IA) - The Office of the Chief Counsel for Import Administration (OCC-IA) provides legal support to the International Trade Administration, specifically the Assistant Secretary for Import Administration, in connection with the administration of the laws regulating unfairly-traded imports into the United States, primarily the antidumping law (which deals with exports to the United States priced below their price in the home market or below their cost of production) and the countervailing duty law (which deals with exports to the United States from foreign industries that receive government subsidies).
Office of the Chief Counsel for International Commerce (OCC-IC) – The Office of Chief Counsel for International Commerce (OCC-IC) is responsible for legal matters related to the promotion of U.S. trade and investment and the competitiveness of domestic firms abroad. OCC-IC provides legal advice to the Under Secretary for International Trade Administration (ITA) and the following components of ITA: U.S. & Foreign Commercial Service, Manufacturing and Services, and Market Access and Compliance.
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Operating Unit – An organizational entity outside the Office of the Secretary of Commerce charged with carrying out specified substantive functions (i.e., programs) of the Department of Commerce.  The operating units are the components of the Department of Commerce through which most of its substantive functions are carried out.  Operating units are further discussed in Department Organization Order (DOO) 1-1, “Mission and Organization of the Department of Commerce” at http://dms.osec.doc.gov/cgi-bin/doit.cgi?204:112:74648e180b61d03d35a009da2ec858829f72a68aeaa924163353137c0d3eefcf:288.
Payable Agreement – An agreement where ITA funds are obligated to another party or parties to the agreement.  Under this type of agreement, the operating unit is providing funds for goods or services as required to implement the agreement and will make payments in accordance with the agreement.
Procurement Contract – The legal instrument (as defined in 31 USC 6303) reflecting a relationship between an operating unit and another non-federal entity when (a) the principal purpose of the relationship is the acquisition, by purchase, lease, or barter, of property or services for the direct benefit or use of the Federal Government, or (b) it is determined in a specific instance that it is appropriate to use a type of procurement contract.
Receivable Agreement – An agreement where funds are committed or obligated to ITA.  Under this type of agreement, the operating unit is receiving funds for providing goods or services as needed to implement the agreement and will be paid in accordance with the agreement.  Includes reimbursable agreements.
Reimbursable Agreement – Agreement established under the authority of the Economy Act of 1932 (as defined at 31 USC 1535) between two Federal agencies to transfer funds from one federal account to another federal account for services rendered to another.  
Requesting Agency – Agency requesting goods or services.
Servicing Agency – Agency providing goods or services, either directly or by contracting for the goods or services.
Sponsoring Division – Office responsible for program management of an interagency or other special agreement, and assignment of project officer.
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Treasury Account Symbol (TAS) – Receipt, appropriation, expenditure and other fund account symbols and titles as assigned by the Department of the Treasury.  Includes the department code (13), period of availability/fiscal year [“X” for no-year funding or last digit of 1st fiscal year/last digit of last fiscal year for multi-year funding (for example “9/0” when FY09 is the 1st fiscal year and FY10 is the last fiscal year of availability)], and the treasury account number (1250 for ITA).  For example, for 2 year funding in FY09, the TAS would be 139/01250 and for no-year funding, the TAS would be 13X1250.
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1.  How do I determine what agreement to use?
Consult Which Agreement Do I Use? to determine which agreement to use for your particular situation.

2. I want to make a purchase, do I use a contract or a MOU?
If the purchase is from another Federal Government agency, use an MOU for an Economy Act – Purchasing Goods or Services.  If the purchase is from other than a Federal Government agency, prepare a purchase order.

3. Who can be a party to a MOU?
Dependent upon the nature of the relationship, a MOU can be initiated between ITA and other federal agencies, state and local governments, private organizations or companies, or individuals.   Consult When Do I Need an MOU? for more information on agreements and the parties that can enter into each type of agreement.

4. Who can sign a MOU?
The following are the ITA signatory authorities by agreement type:
Economy Act and MECEA (if funds transferred) Agreements:
>$1 million		  CFO and Assistant Secretary
$500,000 - $1 million	  Deputy CFO and Assistant Secretary
$100,000 - $499,999	  Budget Officer and Assistant Secretary
<$100,000		  Resource Coordinator and Assistant Secretary
Joint Project Agreement	  Assistant Secretary
MECEA Agreement*		  Assistant Secretary
  (*if no funds transferred)
Detail Agreement		  Principal Deputy Assistant Secretary
Memorandum of Intent	  ITA UnderSecretary or Secretary of Commerce

5. Is there a point person in ITA who can answer questions related to MOUs?
Each program area has a coordinator who can answer questions related to MOUs.  See Contact Information for email addresses and telephone numbers.  If your program area coordinator is unavailable, you can contact a coordinator from another program area.

6. I have questions for the Office of General Counsel.  Whom do I contact?
Contact the Office of General Counsel on x25391 to speak with the “Attorney of the Day”.
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7. Usage of the ITA and/or the DOC logo is included in the MOU.  Do I still need to obtain DOC approval for logo usage?
Yes.  Inclusion in the MOU does not preclude obtaining DOC approval for logo usage.  A statement that logo usage is contingent upon approval from the DOC should be included in the MOU.   The form to request approval of the Commerce seal, emblem, insignia, or logo is available at http://www.ita.doc.gov/ooms/ooms45.htm.  

8. Is there a specific MOU for co-location of space?
There is not a specific MOU for co-location of space.  Create a joint project agreement using the template found at http://www.ogc.doc.gov/gen_law.html.

9. What if the other agency wants to use their MOU format instead of ITAs?
Either agency’s MOU format can be used as long as the content incorporates DOC requirements for that type of agreement (Economy Act, Joint Project Authority, etc.).  If the other agency is not open to modifying their agreement format or inserting the required DOC language into their paragraphs, then prepare an attachment to the agreement incorporating the DOC requirements.

10. If another agency prepares the agreement, do I need to route it through the same concurrences as if ITA prepared the agreement?
Yes, regardless of which party prepared the agreement, it must be routed for concurrence through the same procedures as if ITA prepared the agreement.  Prepare an ITA-TBD according to the Instructions for Completing the ITA-TBD for the specific type of agreement and forward with the agreement for approval.

11. How long does the review/approval process take?
The review/approval process can vary in length depending on the amount of comments and edits provided by the reviewers.  Generally, staff preparing MOUs should begin routing for approval at three months before the period of performance is to commence.
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12. What does each of the offices in the review process do?
For a brief overview of the review process and what each office does, see the flowchart for each type of agreement:
	Economy Act 
Joint Project Authority or MECEA 
Detail (reimbursable and non-reimbursable) 
	Memorandum of Intent  

13. I need approval of an MOU for an activity next week.  Is there some way to expedite the approval process?
Contact the Office of The Assistant General Counsel for Administration on x25391 to speak with the “Attorney of the Day” about your particular situation.  However, generally staff should allow at three months for an MOU to be approved.

14. Is there such a thing as an “umbrella” agreement covering a recurring activity, but that I don’t know the specifics of each activity (timing, cost, etc.) associated with the agreement?
You can prepare an umbrella agreement but it does not always save time and effort.  If you are considering an umbrella agreement for a recurring activity, consult the Office of The General Counsel for Administration first, by calling x25391 to speak with the “Attorney of the Day”.

15. How many copies of the MOU need to be signed?
Two.  The ITA representative signs first and then both copies are forwarded to the other party for signature.  Once the other party signs, they retain one of the agreements with original signatures and the other is returned to the Program Office.  The Program Area maintains the agreement with original signatures and forwards a copy of the agreement to Accounting.

16. What does ITA do with MOUs once they are signed?
All signed MOUs are available by contacting the Accounting/Office of Financial Management.  A hard copy is maintained until a database with access capability is developed. Signed copies are forwarded to NIST. 
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17. How do I amend a previously signed MOU?
Prepare an amendment to the original agreement, MOU Summary and Concurrence Record (ITA-TBD), then attach the original agreement and route according to the Internal Routing for the type of agreement.

18. What do I do if we have not completed the reimbursable work within the period of performance and want to extend it?
Prepare an agreement extension, MOU Summary and Concurrence Record (ITA-TBD) and route them through the same concurrences as the original agreement, with the exception of the Office of General Counsel (OGC)/Administration.  OGC/Administration does not need to review time extensions as long as no new funds are being added to the agreement.

19. What is a Memorandum of Intent?
A Memorandum of Intent (MOI) is a planning document used to define the nature, terms, and conditions for facilitating and coordinating efforts of mutual interest to the parties.  A MOI is not an obligating document and may not be used to commit ITA assets or resources.  Other types of agreements may be used in conjunction with or subsequent to a MOI to memorialize any commitments.  A MOI may be used with any type of entity, including foreign governments.  A MOI frequently is used when a signing ceremony is desirable (for example, the parties agree to cooperate).  

Two templates for MOIs are available.  There is one for an Informal Memorandum of Intent and one for a Formal Memorandum of Intent.  Both templates contain the same information, only the format is different. 






 (
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Program Area Resource Coordinators
EX/ADMIN:  Towanda Carey, Towanda.Carey@mail.doc.goc, x25856
IA (Detail MOUs only):  Craig Bolton, Craig.Bolton@ita.doc.gov, x20847
IA:  Halina Malinowski, Halina.Malinowski@mail.doc.gov, x24083
MAC:  Tyler Shields Tyler.Shields@mail.doc.gov, x23544
MAS:  Hugh Richardson, Hugh.Richardson@mail.doc.gov, x21616
OCIO:  Donna Jackson, Donna.Jackson@ita.doc.gov, x21177
USFCS/ODO:  Carolyn McNeill, Carolyn_McNeill@ita.doc.gov, x23432
USFCS/OIO:  Yvette Johnson-Jones, Yvette.Johnson-Jones@mail.doc.gov, x22214
Other Contacts Within ITA
Accounting:  Vanessa Barksdale, Vanessa.Barksdale@mail.doc.gov, x25627
Budget:  Michael House, Michael.House@mail.doc.gov, x25739
OOMS:  Robin Carpenter, Robin.Carpenter@mail.doc.gov, x24989
Office of Strategic Resources:  Marcia Tyler, Marcia.Tyler@mail.doc..gov, x22850
Other Contacts Within DOC
Office of General Counsel:   
“Attorney of the Day” for general questions:  x25391
USFCS:  Dan Hylton, dhylton@doc.gov, x23215
MAC:  Kathryn Nickerson, knickerson@doc.gov, x25622
MAS:  Arthur Watson, awatson@doc.gov, x23616
IA:  John McInerney, john_mcinerney@ita.doc.gov, x21434
DOC HROC:  Lisa Gibson, lgibson@doc.gov, x23301
DOC OHRM:  Sandra Thompson, sthompson@doc.gov, x23725
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Economy Act and MECEA (if funds transferred) Agreements:
> $1 M – CFO and Assistant Secretary
$500K - $1M – Deputy CFO and Assistant Secretary
$100K - < $500K – Budget Officer and Assistant Secretary
<$100K – Resource Coordinator and Assistant Secretary

Joint Project Authority and MECEA (if no funds transferred) Agreements:
 Assistant Secretary

Detail (reimbursable and non-reimbursable):
 Principal Deputy Assistant Secretary (or equivalent)

Memorandum of Intent:
 Secretary of Commerce or UnderSecretary of ITA (as appropriate)

Amendments, Time Extensions and Temporary Work Authorities:
Same as signatories above for specific type of agreement
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[bookmark: Econ_Act_Less_Than_25K_Non_IA]Type of Agreement = Economy Act – Purchasing Goods or Services and 
Estimated total cost <= $25,000 and 
ITA Organizational Unit = Other than IA (EX/ADMIN, MAC, MAS, USFCS/ODO, USFCS/OIO)

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
Victor Powers						OOMS/Room 4001
NOAA Acquisitions
Victor Powers						OOMS/Room 4001
David Robinson					Chief Financial Officer/Room 3827
John Cobau 						Office of General Counsel/Int’l Commerce/								Room 5624
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: Econ_Act_Less_Than_25K_IA]Type of Agreement = Economy Act – Purchasing Goods or Services and
Estimated total cost <= $25,000 and
 ITA Organizational Unit = IA (Import Administration)

[enter Program Area specific approver]	Program Area specific approval room number	
[enter Program Area Dep. Asst. Sec.]		Program Area DAS room number
[enter Program Area Resource Coordinator]        	 [enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
Victor Powers						OOMS/Room 4001
David Robinson					Chief Financial Officer/Room 3827
 [enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)

[bookmark: Econ_Act_Gr_Than_25K_Non_IA]Type of Agreement = Economy Act – Purchasing Goods or Services and
Estimated total cost > $25,000 and 
ITA Organizational Unit =Other than IA (EX/ADMIN, MAC, MAS, USFCS/ODO, USFCS/OIO)

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
Victor Powers						OOMS/Room 4001
David Robinson					Chief Financial Officer/Room 3827
John Cobau 						Office of General Counsel/Int’l Commerce/								Room 5628
Barbara Fredericks					Office of General Counsel/Administration								Room 5898C
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)

[bookmark: Econ_Act_Gr_Than_25K_IA]Type of Agreement = Economy Act – Purchasing Goods or Services and
Estimated total cost > $25,000 and 
ITA Organizational Unit = IA (Import Administration)

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
Victor Powers						OOMS/Room 4001
NOAA Acquisitions
Victor Powers						OOMS/Room 4001
David Robinson					Chief Financial Officer/Room 3827
Barbara Fredericks					Office of General Counsel/Administration/								Room 5898C
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111



CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: Providing_EA_Less_than_25K_Non_IA]Type of Agreement = Economy Act – Providing Goods or Services and 
Estimated total cost <= $25,000 and 
ITA Organizational Unit = Other than IA (EX/ADMIN, MAC, MAS, USFCS/ODO, USFCS/OIO)

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
David Robinson					Chief Financial Officer/Room 3827
John Cobau ?						Office of General Counsel/Int’l Commerce/								Room 5624
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: Providing_EA_Less_than_25K_IA]Type of Agreement = Economy Act – Providing Goods or Services and
Estimated total cost <= $25,000 and
 ITA Organizational Unit = IA (Import Administration)

[enter Program Area specific approver]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]        	 [enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
David Robinson					Chief Financial Officer/Room 3827
 [enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: Providing_EA_Gr_than_25K_Non_IA]Type of Agreement = Economy Act – Providing Goods or Services and
Estimated total cost > $25,000 and 
ITA Organizational Unit =Other than IA (EX/ADMIN, MAC, MAS, USFCS/ODO, USFCS/OIO)

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
David Robinson					Chief Financial Officer/Room 3827
John Cobau ?						Office of General Counsel/Int’l Commerce/								Room 5624
Barbara Fredericks					Office of General Counsel/Administration/								Room 5898C
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: Providing_EA_Gr_25k_IA]Type of Agreement = Economy Act – Providing Goods or Services and
Estimated total cost > $25,000 and 
ITA Organizational Unit = IA (Import Administration)

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget Officer/Room 4124
David Robinson					Chief Financial Officer/Room 3827
Barbara Fredericks					Office of General Counsel/Administration/								Room 5898C
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111



CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: JPA_MECEA_Non_IA_Routing]Type of Agreement = Joint Project Authority and MECEA Agreement and 
ITA Organizational Unit = Other than IA (EX/ADMIN, MAC, MAS, USFCS/ODO, USFCS/OIO)

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
David Robinson					Chief Financial Officer/Room 3827
John Cobau ? 						Office of General Counsel/Int’l Commerce/								Room 5624
Barbara Fredericks					Office of General Counsel/Administration/								Room 5898C
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: JPA_MECEA_IA_Routing]Type of Agreement = Joint Project Authority  and MECEA Agreement and 
ITA Organizational Unit = IA (Import Administration)

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale					Accounting/Room 4111
Michael House					Budget/Room 4124
David Robinson					Chief Financial Officer/Room 3827
Barbara Fredericks					Office of General Counsel/Administration/								Room 5898C
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)

[bookmark: Detail_Within_DOC]Type of Agreement = Detail – Reimbursable or Detail – Nonreimbursable and
Other Party to Agreement = Within DOC 
[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Marcia Tyler						Office of Strategic Resources/Room 2006
Lisa Gibson						DOC HROC/Room 7412				
Barbara Fredericks					Office of General Counsel/Administration/								Room 5898C
Lisa Gibson						DOC HROC/Room 7412
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111




CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: Detail_Outside_DOC]Type of Agreement = Detail – Reimbursable or Detail – Nonreimbursable and Other Party to Agreement = Outside DOC 

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Marcia Tyler						Office of Strategic Resources/Room 2006
Lisa Gibson						DOC HROC/Room 7412
Sandra Thompson					DOC OHRM/Room 5001
Barbara Fredericks					Office of General Counsel/Administration/								Room 5898C
Sandra Thompson					DOC OHRM/Room 5001
Lisa Gibson						DOC HROC/Room 7412
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111


CFO/Admin Standard Operating Procedures: MOUs
 (
Internal Routing for Approval (cont’d)
)


[bookmark: Routing_MOI]Type of Agreement = Memorandum of Intent

[enter Program Area specific approval]	[enter Program Area specific approval room number]	
[enter Program Area Dep. Asst. Sec.]		[enter Program Area DAS room number]
[enter Program Area Resource Coordinator]	[enter Program Area Resource Coordinator room number]
Vanessa Barksdale	Accounting/Room 4111
John Cobau						Office of General Counsel/Int’l Commerce/								Room 5624
[enter Program Area specific contact]	[enter Program Area specific contact room number]
Vanessa Barksdale					Accounting/Room 4111
	


CFO/Admin Standard Operating Procedures: MOUs
 (
Instructions for Completing the 
ITA
-TBD
)

Item 1. Date Prepared: Enter date form completed.
Item 2.  Identification Information
a.  Type of Agreement: Enter as appropriate either Economy Act – Purchasing, Economy Act – Providing, Joint Project Agreement, MECEA Agreement, Detail – Reimbursable, Detail – Non-reimbursable, or Memorandum of Intent.

b.  Agreement Number:  Accounting will assign and enter onto form (and agreement first page) after they receive the agreement package.  If, however, preparing an extension or amendment, enter the agreement number for the agreement being extended or amended.

c. Extension or Amendment Number: If appropriate, Accounting will assign and enter onto form (and agreement first page) after they receive the agreement package.  If the agreement is not an extension or amendment to a previous agreement, enter NA.

d. ITA Organizational Unit: Enter as appropriate either EXADMIN, IA, MAC, MAS, USFCS/ODO, or USFCS/OIO.

e. Other Party to Agreement:  For other DOC agencies, enter either DOC-OS, BEA, BIS, Census, EDA, ESA, MBDA, NIST, NOAA, NTIA, NTIS, or PTO.  For other parties, enter full name.

f. Agreement Title:  Enter short title of agreement.  This should be a title that will allow someone to easily recognize the agreement.

g. Period of Performance:  Enter From and To dates in the form of mm/yy.  (For example, May 2009 would be entered as 05/09.)

Item 3.  Brief Description of Project/Goods or Services Exchanged:  Enter appropriate description.
Item 4. FUNDING 
a.  Estimated Total Cost:  Enter the amount of funds that will be transferred for the project/goods or services.  If no funds will be transferred (such as in the case of a Non-Reimbursable Detail, certain Joint Projects, or certain MECEA agreements) , then enter 0.
CFO/Admin Standard Operating Procedures: MOUs
 (
Instructions for Completing the 
ITA-TBD
)



b.  Accounting Code:  Complete as appropriate for purchase/payable agreements.  For reimbursable agreements, Accounting will enter after they receive the agreement package.  If no funds are being transferred, enter NA.
Item 5.  CONTACT INFORMATION:  Complete appropriately for both ITA and other party representative who can answer questions related to the agreement.
Item 6.  INTERNAL ROUTING:  Complete based on the specifics of the agreement as found at Internal Routing.
COMMENTS:  Enter other information deemed appropriate.  This could include additional contact information or other agreement specific information.





CFO/Admin Standard Operating Procedures: MOUs
 (
Memorandum of Intent
)


A Memorandum of Intent (MOI) is a planning document used to define the nature, terms, and conditions for facilitating and coordinating efforts of mutual interest to the parties.  An MOI is not an obligating document and may not be used to commit ITA assets or resources.  Other types of agreements may be used in conjunction with or subsequent to an MOI to memorialize any commitments.  An MOI may be used with any type of entity, including foreign governments.  An MOI frequently is used when a signing ceremony is desirable, but the parties have only agreed to cooperate.
In addition to the information provided in the MOI templates, the MOI may contain such additional information as appropriate, such as points of contact.  Within ITA, an MOI may be executed only at the UnderSecretary level.  An MOI requires advance review and approval by the Office of the Chief Counsel for International Commerce to ensure that the proposed agreement conforms to the above guidelines.




CFO/Admin Standard Operating Procedures: MOUs
 (
Key Legal Authorities
)


[bookmark: Legal_Auth]Department of Commerce Authority (15 U.S.C. 1512) - Authority to foster, promote, and develop foreign and domestic commerce and the mining, manufacturing, and fishery industries of the United States.
Economy Act of 1932 (31 U.S.C. 1535) – Permits Federal Government agencies to purchase goods or services from other Federal Government agencies or other major organizational units within the same agency.  An Economy Act purchase is permitted only if: (1) amounts for the purchase are actually available, (2) the purchase is in the best interest of the Government, (3) the ordered goods or services cannot be provided by contract from a commercial enterprise, i.e., the private sector, as conveniently or cheaply as could be by the Government, and (4) the agency or unit to fill the order is able to provide or get by contract the ordered goods or services.
General User Fee Authority (OMB Circular A-25) – Authority to impose a fee for any activity that conveys special benefits to its recipient(s) beyond those accruing to the general public.  (When operating units are performing services that are within the scope of their authorized missions, they may enter into agreements to recover their costs.)
Mutual Education and Cultural Exchange Act Authority (22 U.S.C. 2455) - Permits the International Trade Administration and the Bureau of Industry and Security to accept contributions of funds or services from any person or organization for the purposes of furthering their respective missions. 
Export Enhancement and Promotion Act Authority (15 US.C. 4721) – Establishes the U.S. Foreign and Commercial Services with the purpose of  placing primary emphasis on the  promotion of exports of goods and services from the United States,  particularly by small businesses and medium-sized businesses, and  on the protection of United States business interests abroad.
Joint Project Authority ( 15 U.S.C. 1525 (second par.)) – Permits DOC operating units to enter into projects with nonprofit, research or public organizations (such as state and local governments) if the project is of mutual interest to the parties and the costs of the project are apportioned equitably.  It is DOC policy that joint projects may be undertaken only if the project cannot be done at all or as effectively without the participation of the other party and the project is essential to further a DOC program.   


CFO/Admin Standard Operating Procedures: MOUs
 (
Supplemental D&F Memorandum
)


[THIS PAGE TO BE USED UNTIL NOAA ISSUES NEW D&F TEMPLATE]

Program Office should prepare a memorandum addressed to “NOAA Contracting Officer” from the Program Manager providing the information required to support the D&F by responding to the following:
1.  Briefly explain the need for the supplies or services

2. Describe why it is in the best interest of ITA to partner with this federal agency (i.e., identify the essential capabilities or expertise the federal agency receiving the funds possess that ITA does not possess).

3. Explain why the supplies or services cannot be obtained as conveniently or economically by contracting directly with a private source.  A business case must be made that this action is in the best interest of ITA.

4. If the agreement requires contract action by the federal agency receiving the funds from ITA, include a statement explaining why at least one of the following circumstances applies:
· The acquisition will be made under an existing contract of the federal agency, entered into before placement of the order.  Provide contract number and vendor;
· The federal agency has the capabilities or expertise to enter into a contract for such supplies or services which is not available within ITA; or
[image: image001]
· The federal agency is specifically authorized by law or regulation to purchase such supplies or services on behalf of other federal agencies.
[bookmark: MOI_Formal_Format]Model Memorandum of Intent (Formal)

MEMORANDUM OF INTENT

BETWEEN THE

INTERNATIONAL TRADE ADMINISTRATION
U.S. DEPARTMENT OF COMMERCE

AND

[name of other party or parties]

Agreement No. _____


I.  PARTIES 

This document documents the intention of the International Trade Administration (ITA), U.S. Department of Commerce, and [name of other party or parties] to [state shared goal].

[Describe each party and its relevant mission.]

II. PURPOSE

[Elaborate on the shared goal and why working together will help to achieve that goal.]

III. COORDINATION OF EFFORTS

[Explain how the parties will facilitate or coordinate efforts, such as through the exchange of information about their respective programs and activities, including advance notice of and invitations to participate in such activities as appropriate.]

IV. CONTACTS [Optional]

The contacts of each party to this agreement are:

[Name of DOC contact]
[Title of DOC contact]
[Address of DOC contact]
Phone:  [phone number of DOC contact]
E-mail:  [E-mail address of DOC contact]

[Name of other party’s contact]
[Title of other party’s contact]
[Address of other party’s contact]
Phone:  [phone number of other party’s contact]
E-mail:  [E-mail address of other party’s contact]

V. OTHER PROVISIONS

This MOI does not commit ITA, the Department of Commerce, or [insert name of other party or parties] to an exchange of staff or to any financial support.  Any activities undertaken in furtherance of this memorandum of intent (MOI) that involve co-sponsorship, one party’s use of the other party’s logo, or a commitment or exchange of financial resources beyond the coordinating activities described above will be expressed in a separate written agreement.  Each Party may enter into similar MOIs with other entities.  This MOI is effective at the date of signature for a period of [insert one or a maximum of two] years.


[bookmark: MOI_Informal_Format]Model Memorandum of Intent (Informal)

MEMORANDUM OF INTENT

BETWEEN THE

INTERNATIONAL TRADE ADMINISTRATION
U.S. DEPARTMENT OF COMMERCE

AND

[name of other party or parties]

Agreement No. _____


This document documents the intention of the International Trade Administration (ITA), U.S. Department of Commerce, and [name of other party or parties] to [state shared goal].

[Describe each party and its relevant mission.]

[Elaborate on the shared goal and why working together will help to achieve that goal.]

[Explain how the parties will facilitate or coordinate efforts, such as through the exchange of information about their respective programs and activities, including advance notice of and invitations to participate in such activities as appropriate.]

[Optional] The contacts of each party to the agreement are:

[Name of DOC contact]
[Title of DOC contact]
[Address of DOC contact]
Phone:  [phone number of DOC contact]
E-mail:  [E-mail address of DOC contact]

[Name of other party’s contact]
[Title of other party’s contact]
[Address of other party’s contact]
Phone:  [phone number of other party’s contact]
E-mail:  [E-mail address of other party’s contact]

This MOI does not commit ITA, the Department of Commerce, or [insert name of other party or parties] to an exchange of staff or to any financial support.  Any activities undertaken in furtherance of this memorandum of intent (MOI) that involve co-sponsorship, one party’s use of the other party’s logo, or a commitment or exchange of financial resources beyond the coordinating activities described above will be expressed in a separate written agreement.  Each Party may enter into similar MOIs with other entities.  This MOI is effective at the date of signature for a period of [insert one or a maximum of two] years.



____________________________
[signature of ITA or DOC representative]
[typed name]
[typed title]
International Trade Administration [if ITA representative]
U.S. Department of Commerce
[typed address]

____________
Date


____________________________
[signature of other party’s representative] 
[typed name]
[typed title]
[typed name of other party]
[typed address of other party]

____________
Date







[Date]
MEMORANDUM FOR:		[Get Name from OOMS]
				NOAA Contracting Officer
From:				Michael House
				Budget Officer
				International Trade Administration

SUBJECT:			[Title of Purchase Request]
[bookmark: Availability_of_Funds_Memo]				Availability of Funds
This is to certify that [ITA Organizational Unit] has financial resources to reimburse the [other federal agency] for the amount of [cost of purchase] in FY[year] for cost associated with the [goods or services being purchased], project number [XXXX].  

If you have any questions, please call me at (202) 482-5739


 (
Routing Purpose Symbols (RPS)
C – Concurrence
S -- Signature
) (
Comments
) (
6.  INTERNAL ROUTING 
(in lieu of ITA-233)
SUBMITTED TO
                    Office/Room Number
  RPS       Initials
  Date
                              Comments/Revisions
_______________________________________________________________________________________________________________________________
ddddddd
________________________
11122dd
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________
________
) (
5
.  
CONTACT INFORMATION
a.  Other Party Contact Name
______________________________
d.  ITA 
Originator
 Name
____________________________
b.  E-mail Address
________________________________________
e.  E-mail Address
_________________________________
c.  Telephone Number____________________________________
f.  Telephone Number
______________________________
) (
4
. 
FUNDING
a.  Estimated Total Cost
b.  Accounting Code
) (
3.  
Brief Description of Project/
Goods or Services Exchanged: 
) (
2. 
IDENTIFICATION INFORMATION
a.  Type of Agreement
 
b.  Agreement Number 
(assigned by OFM)
c.  Extension or Amendment Number 
(if applicable)
eeeeee
d
.  ITA Organization
al Unit
e
.  Other Party to Agreement
 
(for example, BEA)
f.  Agreement
 Title
g.  Period of Performance 
From   ___________   To   _____________
) (
ITA - 
TBD
  
1.  Date Prepared
MOU SUMMARY AND 
C
ONC
URRENCE RECORD
)
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