Guidelines for Processing a Memorandum of Understanding

REVISED: September 21, 2006


CEDs  

· Commissioner or Designee will need to sign the Memorandum of Understanding (MOU).  
Note: 

· Each County will need to have a MOU on file; hence each County will need to complete the NEW MOU document.

· The Chairperson or Designee of the Board of Commissioners must sign this document before it can be submitted to your DED.  

· If you have an NC A&T employee, then an A&T Administrator or Designee must also sign this document before it is submitted to your DED. 

· County Finance Office will need to complete the State Treasurer's Electronic Payments System (STEPS) form and the CED will need to submit it at the same time the signed MOU is submitted.

· Even if you have a STEPS form on file in our office, each county will need to complete a new form to update your records.


· Send completed and signed MOU  to your DED as soon as the Commissioner or Designee has signed the MOU.
Note: 

· The STEPS form must accompany the MOU in order for the MOU to be processed.


· Send STEPS form to your DED as soon as the County Finance Office has completed and signed the form.

  

DEDs/A-TEAM
· Ensure that your counties have submitted a completed MOU as stated above before submitting their MOU for processing.

· Forward all completed MOUs to the Director of County Operations, attention: Tracy Brown, within 3-days of receipt of document (s) from the County.  

· Process PeopleSoft action(s) per directions from CALS personnel.


Director of County Operations:  

· Obtain appropriate signatures on the University side.

· Process STEPS form.  

· Mail two (2) copies of the completed document (s) to the CED.  The CED should keep one copy for their files and present the other to their County Finance Office for their files.
· Mail one (1) copy of the completed documents to CALS personnel. 

· Forward Original copy to Associate Dean and Director’s office for MOU permanent file.
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