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Memorandum of Understanding: 

IUAES Executive Committee and Organisers of 20[XX] IUAES Inter-Congress in [City, Country]

It having been agreed by the IUAES [General Assembly/Executive Committee] that the [Name of host institution – hereafter NHI] in [City, Country] will host an IUAES [Inter-Congress in 20[XX], the following has been agreed in respect of the responsibilities of the [NHI] towards the IUAES.

1. In all general matters regarding the Inter-Congress, the [NHI]’s Inter-Congress organising committee may choose to work with an advisory committee comprising members of the IUAES’s Executive Committee (hereafter EC).
1.1 The short name of the Inter-Congress will be IUAES20[XX City name]

2. The [NHI] will create a scientific committee comprising an equal number of members from the local organizing committee and the IUAES Executive Committee. This scientific committee will be responsible for all aspects of the scientific programme of the Inter-Congress, including the selection of keynote and plenary speakers as well as selecting panels and assuring the presence of IUAES Scientific Commissions throughout the conference programme.

3. The [NHI]’ s Inter-Congress organising committee may appoint a professional conference organiser (PCO). However the [NHI]’s Inter-Congress organising committee will remain responsible for all facets of the organisation of the Inter-Congress. These include, among others not here listed:

a. Registration of participants and providing all necessary support to ensure that they are able to participate effectively in the Inter-Congress – including guidance as to accommodation and as to all associated activities relating to local travel etc. 
i. The organising committee must do all in its power to provide participants with all the documentation necessary to apply for visas and to do that in good time. Where doing so will help facilitate the issue of visas, the organising committee should also negotiate with the appropriate national authority to ensure that visas are issued when application has been in good time. 

ii. Where provision is made for payment of Inter-Congress registration fees by credit card, it is imperative that this is possible through a fully secured online credit card payment system.
iii. The organising committee must collect accurate information (as specified in 3.e.ii below) on all participants of the Inter-Congress and collect IUAES membership fees as specified on the membership page of the IUAES website from all participants of the Inter-Congress, except for those who have been paid up members of the IUAES prior to the registration for the Inter-Congress or those who are explicitly exempt from the IUAES membership fees, including Honorary Members, lifetime members, plenary keynote speakers, and specially invited guests. 
b. Ensuring that there are appropriate and spatially contiguous venues and sufficient technical support systems (including the availability of free WiFi) for all formal Inter-Congress activities.

c. Ensuring, in correspondence with the IUAES Secretary-General, [S-G’s name], that accommodation is made in the Inter-Congress programme, and venues provided, for all necessary IUAES committee meetings, including meetings of the IUAES Commissions and the Executive Committee.

d. If there is to be a differentiated registration fee charged for participation in the Inter-Congress, then the [NHI]’s Inter-Congress Committee must ensure (i) that it is differentiated on the same basis, if not in the identical structure, as the IUAES’s differentiated individual membership fee -- that is on the basis of each individual’s self-declared income; and (ii) that participants are charged Inter-Congress registration fees that are consistent with how they are categorised for IUAES membership fee purposes (that is, in terms of income level). 
e. The [NHI]’s organising committee will be solely responsible for ensuringand implementing an appropriate cancellation and refund policy for Inter-Congress registration fees. There is no refund of IUAES membership fee.
f. Ensuring that each and every potential Inter-Congress participant is a paid up member, for 20[XX – the year in which the Inter-Congress is held],
 of the IUAES, and to do that prior to, or at the same time of, finally registering any participant for the Inter-Congress. To this end, and in the event that the Executive Committee has given permission for a PCO and conference organiser to be appointed as Inter-Congress organiser, the [NHI]’s Inter-Congress organising committee must of necessity, liaise closely with the IUAES’s membership administration and conference organiser. To that end, 

i. The [NHI]’s organising committee must oblige all Inter-Congress participants to be members of the IUAES except for those listed in 3.e.vi below. 
ii. The organising committee must collect accurate information (last name, first name, other names, email addresses, contact details, position, affiliation, nationality) on all participants of the Inter-Congress and collect appropriate IUAES membership fees from all participants of the Inter-Congress
iii. The [NHI]’s organising committee must take receipt of the necessary IUAES member subscription fee/s from new applicant members, must keep a record of all such receipts including the names (first names and last names separated) and contact details of those new members and must, immediately after the conference (with a maximum delay of one month), transfer that amount to the IUAES bank account as well as provide the IUAES membership administration with a full list of all those who have paid new membership fees in digital format.
iv. In order to avoid errors and accidents, and also for the IUAES to keep a clear electronic record of membership, the [NHI]’s organising committee should cooperate with the IUAES’s Secretary-General, Treasurer, and the membership administrator in order to minimise the amount of membership money actually taken in cash at the event.
v. If there is to be any exception to the rule that all participants must be IUAES members, then such persons must be required, on registration, to pay a premium registration fee to the value of at least 150% of the maximum annual IUAES individual membership fee for 20[XX – the year in which the Inter-Congress is held], and that at least two-thirds of that premium must be paid to the IUAES bank account within no more than 30 days after the final day of the Inter-Congress. Moreover, a full list of the names and contact details of any persons who register by paying this premium must be handed to the membership administrator at the same time that that payment is made.

vi. Where the [NHI]’s organising committee offers participants any special IUAES membership fee payment possibility that is separate from the regular registration for the Inter-Congress and that incurs any extra administration costs in addition to those for routine administration of IUAES membership, the IUAES may request the [NHI]’s organising committee for a payment to cover such additional costs.
4. The [NHI]’s organising committee will be solely responsible for the Inter-Congress budgeting and for ensuring that the Inter-Congress is run without financial loss. In addition, the [NHI]’s organising committee will report to the IUAES EC at least three times on the finances of the Inter-Congress: before the start of the Inter-Congress, immediately after the conclusion of the Inter-Congress and also once all the finances have been finalised – no more than 90 days after the end of the Inter-Congress. The final financial report should include a full written account of all income deriving from and expenditure incurred in running the Inter-Congress. This financial report, or its simplified version, will be published on the IUAES website. The [NHI]’s organising committee must also submit a final report of the Inter-Congress for publication on the IUAES website within no more than 90 days after the final day of the Inter-Congress. This final report should include information on the organization, participation, programme, keynotes and other important matters concerning the Inter-Congress. 
a. If the final accounts reveal that the Inter-Congress has suffered a financial loss, then that loss will be the responsibility solely of the [NHI] and its Inter-Congress organising committee, while the IUAES and its EC will not be liable in any way to make good that loss.

b. If, on the other hand, the final accounts reveal that the Inter-Congress has produced a financial surplus, at least one half of that surplus is expected to be paid into the IUAES bank account in recognition of the use by the [NHI]’s organising committee of the IUAES name for the Inter-Congress.

5. In case any disagreement or misunderstanding concerning the Inter-Congress arises on a matter not specified in this Memorandum of Understanding, the [NHI]’s organising committee shall make every effort to resolve the issue in the best interest of the IUAES.

Signed on behalf of:



Signed on behalf of:

The Executive Committee of


The [Name of Host Institution, City, Country],
the International Union of Anthropological
Inter-Congress IUAES20[XX City name]
and the organizing committee of and 
Ethnological Sciences (IUAES)

________________________________
________________________________

[S-G’s name]




[Name]

Secretary-General



[Director/President/Chair]

The International Union of Anthropological
[Name of Host Institution/Organization/Association] 

and Ethnological Sciences (IUAES)

[City name, Country]

Date:





Date: 
� In case this template MoU is used for World Congresses, “Inter-Congress” and “20[XX] IUAES Inter-Congress in [City, Country]” should be read respectively as “World Congress” and “[XX]th IUAES World Congress in [City, Country].”


� If an approved Inter-Congress is held in the months January to March of any year, then IUAES membership for the immediate previous year is required. Organisers of any Inter-Congress that starts or runs over into April of any year must require participants to be paid up as individual IUAES members for the year of the Inter-Congress.





