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MEMORANDUM OF UNDERSTANDING

“Agency requesting space”
and 

“Agency providing space”
The following Memorandum of Understanding (MOU) sets forth the terms between the “Agency requesting space” and the “agency providing space” sites, with regard to implementation of the Continuity of Operations (COOP) Plan for both agencies. 
I.
Purpose of MOU
The purpose of this MOU is to establish responsibilities of the Parties as they relate to a COOP situation that would require “Agency requesting space” and/or “Agency providing space” personnel to operate in an alternate facility.

II.
Duration of MOU
This MOU is effective upon signature of the “Agency requesting space” Administrator and the “Agency providing space” Director, and shall remain in full force and effect unless cancelled by either party pursuant to the provisions set forth herein. 
III.
Program Description

Under COOP, Federal agency personnel must be capable of operating on a continual basis, even if the facility currently being occupied by an agency is uninhabitable.  In this instance, “Agency requesting space” and “Agency providing space” personnel must be available to provide direction and guidance to their respective agencies, clients, or representative customers during emergency conditions and/or declarations.  To perform these duties, an off-site facility needs to be available to house emergency personnel, as prescribed in National Security Presidential Directive (NSPD) 51/Homeland Security Presidential Directive (HSPD) 20, National Continuity Policy, and Federal Continuity Directive (FCD) 1, Federal Executive Branch National Continuity Program and Requirements. (Note:  NSPD 51/HSPD 20 will be officially changed in the coming weeks to Presidential Policy Directive 26, however the current date is not officially known)
IV.
General Provisions

It is understood by both the “Agency providing space” Director and the “Agency requesting space” Administrator that each office should be capable of fulfilling its responsibilities under this MOU.  If at any time either party is unable to perform its functions under this MOU, the affected party shall immediately provide notice to the other.
V.
Responsibilities of the Parties Under MOU
In consideration of the mutual benefit to be derived by both parties to this MOU, “Agency providing space” and “Agency requesting space” agree that their responsibilities are as follows:
A.  “Agency providing space” agrees to:
(1)  List all things that the agency will provide to the requester, such as access to parking , keys to specific facility locations and access within a prescribed time frame but no later than 12 hours, restrooms, canteen facilities (if available), telephone/computer connections (if available), photocopy, fax, etc.  (Note:  These items can be listed separately or together, whichever way legal staff requires.  These are just some of the items that could be used in this section and is only limited by what is needed or available)
(2)  If there are costs associated with use of this equipment beyond that of normal usage the parties will enter into an Inter-Agency Agreement to provide for payment as set forth in Paragraph VI below.
(3)  Cease activities that would preclude “Agency requesting space” personnel from gaining access to the room or rooms being occupied.

B.  “Agency requesting space” agrees to:
(1)  When a COOP situation occurs, notify “Agency providing space” or designee 
 immediately of “Agency requesting space”’s need to occupy the “Agency 
 providing space” facility.

(2)  Provide “Agency providing space” with a list of personnel who will occupy agency facility during a COOP situation.  In addition, this listing should include the names of person authorized to verify COOP activation.
(Note:  These items can be listed separately or together, whichever way legal staff requires.  These are just some of the items that could be used in this section and is only limited by what is needed or available)

VI.
Allocation of Costs

There are no anticipated costs associated with this MOU.  Should any costs be incurred, however, such costs will be the full responsibility of the participants who incur them and “Agency requesting space” and the “Agency providing space” will enter into an Inter-Agency Agreement to provide for payment.
VII.
Amendment or Cancellation of MOU
This MOU may be amended or cancelled in writing at any time by either “Agency providing space” or “Agency requesting space”.  
VIII. Points of Contact (POC)
For “Agency requesting space”:



For “Agency providing space”:
Name (primary)





Name (primary)
Address






address
City/State/Zip






City/State/Zip
Phone number(s)





Phone number(s)
e-mail address






e-mail address
Alternates:, 






Alternate:,
Same format as above  

APPROVED:

The undersigned parties bind themselves to the faithful performance of this MOU.  It is mutually understood that this MOU shall not become effective until approved by all parties involved.
“Agency providing space” 
“Agency requesting space”
By:________________________________

By:___________________________

     Name of Head of the organization

                    Name of Head of the organization
    Title





     
     Title
Date:______________________________

Date:_________________________
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