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A memorandum of understanding (MOU) is a  
written agreement between two organizations that 
helps establish the ground rules for any partnership  
activities you choose to explore.  

An MOU should outline what each organization agrees 
to contribute to a partnership, a timeframe  
for delivering the desired outcomes, details of exactly 
how each party will collaborate (e. g., regular in-person 
meeting, conference calls, written approval of all  
activities by both parties), and how the parties will 
authorize and pay for any costs incurred in delivering 
the desired outcomes.

MOUs are like contracts that define the way two  
organizations will work together. While MOUs are  
technically legally binding, consider these documents 
as a tool to facilitate partnership and ensure a smooth 
working relationship between two organizations. 
Given the legal nature of the documents, however,  
it’s wise to have a legal representative review the  
language included in the MOU before it is signed.  

A well-executed MOU includes the following:

•	 Details about specific projects and initiatives on 		
	 which the organizations will collaborate, including 	
	 the scope of projects and the length of time 		
	 the projects will last. 

•	 Information detailing how costs associated with 		
	 joint efforts will be authorized and paid for.

•	 Guidelines defining the use of each organization’s 	
	 logo and name in joint materials such as press  
	 releases, fact sheets, brochures, websites. For 		
	 example, does an organization have branding 		
	 guidelines that must be followed when creating 		
	 joint materials? 

•	 Guidelines defining ownership of jointly 	
	 developed materials and use of those materials 		
	 after the MOU has expired.

•	 Language outlining if and how partnership will  
	 be announced to the public and/or media.

•	 The length of time that the MOU will be valid— 
	 often known as a period of performance—that 
	 includes the date the MOU takes effect and when 	
	 it ends. Include language that leaves opportunity  
	 to renew the agreement.  Also, include language  
	 so that either party can end the agreement for  
	 any reason within a 30-day period based on  
	 written notification.

•	 A point of contact for each organization who will 	
	 facilitate collaboration.

•	 Signatures from leadership within the organiza-	
	 tions, such as the executive director, board  
	 president, or other designated decision maker,  
	 and the date the document was signed. 

For further information or assistance, call the APA Practice Organization Practitioner Helpline
at 800-374-2723, email practice@apa.org, or visit us online at apapracticecentral.org.


