
INTERNAL MEMORANDUM OF AGREEMENT

MADE AND ENTERED INTO BY AND BETWEEN
UCT CONFERENCE MANAGEMENT CENTRE
Herein represented by Prof Wim de Villiers in his capacity as dean of the Health Sciences Faculty

(Hereinafter referred to as “CMC”)

AND
UCT, THROUGH ITS DEPT OF XXXX
Herein represented by_________________, in his capacity as 
XXXX
(Hereinafter referred to as “XXXX”)
(Hereinafter referred to as the “Parties” and individually as the “Party”)

For the XXXXXXXX
XXXX
PREAMBLE

WHEREAS
I 
XXXX have undertaken the responsibility for holding an international conference entitled “XXXXXXXX” hereinafter called “the Conference” to be held from XXXXin Cape Town, South Africa.

II
The CMC, an internationally accredited member of the South African Association for the Conference Industry (“SAACI”), carries on the business of planning, administering and organizing conferences and meetings of all types.

III
XX have agreed to employ the CMC as their agent for the purpose of planning, administering and organizing the Conference on the terms and conditions hereinafter mentioned.

NOW IT IS HEREBY AGREED AS FOLLOWS:

1.
The CMC shall in consideration of the fees hereinafter stated:
1.1.
Act as a consultant in connection with the planning and management of the Conference.

1.2.
Make all necessary arrangements for the Conference.

1.3.
Provide the secretariat.

1.4.
Make available its knowledge, systems and experience.

1.5.
Participate in planning meetings as agreed.

1.6.
Undertake the organizational and administrative work connected with the practical planning and management of the Conference in accordance with the general guidelines set out by XX in consultation with the CMC.
1.7.
Invite tenders and place orders as necessary and in consultation with XX.

1.8.
Be responsible for the registration and confirmation systems connected with the Conference.

1.9.
The CMC will accept the delegate accommodation booking forms. These forms will be forwarded by the CMC to the delegates’ choice of hotel. The hotel will confirm the reservation direct with the delegate. There is no additional cost for this service, either for the delegate or for XX.

1.10.
Set up immediately before and during the Conference a special office at the site including registration and information desks and a Secretariat all as appropriate having regard to the numbers attending and the scope of the Conference.

XX SHALL APPOINT THE CMC AS THEIR AGENT FOR THE AFORESAID PURPOSES AND SHALL

1.11. Undertake responsibility for the professional, technical or scientific content of the Programme.

1.12. Provide the relevant material in accordance with the agreed print time-table.

1.13. Provide a scientific Secretariat.

1.14. Provide an abstract handling service in support of the Scientific Secretariat.
1.15. The Conference Convenor or authorised signatory on behalf of the User (or their nominated committee member) must send the CMC a scanned copy of their passport or ID document in PDF format together with a jpeg of their signature upon returning the signed Agreement.

2. THE CMC AGREES:

2.1 To draw up a budget which shall be subject to approval of XX; and to supervise the budget in accordance with the general guidelines laid down by XX. 

2.2 
The CMC will request funds from the Principal as and when payments need to be made.
2.3.
To be responsible for the administration of the Conference funds, the collection of fees, the undertaking of bank transactions, the payment of all bills incurred by the Conference from the CMC Conference account.

2.4.
To produce a final account in connection with all receipts and expenditure for the Conference and to give access to account at all times. Acceptance by XX of the final account shall discharge the CMC from all responsibilities delegated to them by XX and all relevant records in respect of the Conference will be supplied to XX for safe keeping.  The final account will be sent to XXXXof the XX within 90 (Ninety) days after the Conference has ended.

XX AGREES:

2.5.
To accept overall financial responsibility for the Conference. Any financial surplus for the Conference shall accrue to XX, and shall only be payable on receipt of a valid invoice. Upon receipt of the final account, XX will send an invoice to the CMC, and the CMC will transfer the surplus immediately to XX. XX shall be responsible for any financial deficit incurred as per the conditions of this agreement.

2.6.
To authorise the CMC to act on their behalf by entering into necessary agreements within the framework of the Conference commitments and budget.

2.7
To indemnify the CMC for any costs, charges, damages and expenses incurred by the CMC due to any action, claim or demand brought against the CMC as a result of the CMC's compliance with the terms of this agreement, compliance with XX instructions, or reliance on or use of material supplied by XX.

2.8
To provide to the CMC such information, instructions, approvals, authorities, materials and other assistance of a suitable nature and quality, including monetary assistance, and at the appropriate times as the CMC may reasonably request for the proper provision of other services.

2.9.
All contractual and financial matters relating to the Conference will be approved on behalf of XX by _________________of the Dept XXXXXXXX. All changes in the budget must be approved by ________________of the Dept of XXXXXXXX.

2.10.

To accept as a Conference expense, bank expenses or commissions, and credit card commissions incurred by the Conference due to the collection of fees, sponsorship or other, same as for payment of bills. 
2.11. 
5% credit charges will be incurred per transaction.

3.
DURATION

This agreement shall commence on the date of signing of this agreement and shall continue until final accounting has been completed after the completion of the Conference in February 2014.

4.
REMUNERATION - PAYMENT – TAXES

4.1
As remuneration for its services in connection with this agreement, the CMC shall receive a coordination fee of 15% of the total income. This fee will be deducted from the amount received from the delegates’ registration fees and the Dept XXXXXXX advanced payments after the Conference. Payment shall be made by means of an internal journal transfer.

4.2
 Any registration fees which have been waived will not be exempt from being included in the final coordination fee charged.

4.3
Invoices of CMC to XX under this agreement shall be addressed to ________________of the Dept of XXXXXXX.  
4.4
XX undertakes to pay CMC an advance payment of R_______(VAT exclusive), in accordance with the budget annexed hereto as Annexure “B” to cover the costs of the venue hire, transport and external contractors. This payment is due on _________________20 ___
4.5
All internal payments from UCT to CMC should be processed by raising a purchase order to CMC Vendor Number 203907 instead of a journal transfer. This is to ensure that there are available funds in the nominated CMC bank account to pay deposits to suppliers.
4.6
The CMC accountants take three months from end date of the Conference to wrap up the finances, whereafter the CMC shall be supplied with an income and expenditure report.

4.7
Every effort shall be made by the UCT Conference Management Centre to pay all expenses and collect all debts pertaining to the Conference by a date three months after the last day of the Conference, after which an income and expenditure statement will be prepared by the CMC.  

5.
CANCELLATION OF THE CONFERENCE AND/OR TERMINATION OF THIS AGREEMENT

5.1
In the event of the Conference being cancelled for causes beyond the control of the CMC or if XX withdraw from this agreement for any reason other than that of the CMC not fulfilling their commitment, XX shall assume responsibility for all costs payable in connection with the planning of the Conference and the CMC shall in such case be reimbursed for all Conference expenses properly incurred by the CMC up to the date of cancellation and all such expenses directly attributable to the cancellation.

5.2
XX shall assume responsibility for all costs payable and the CMC will charge XX a cancellation fee of 7.5% of the coordination fee that was initially agreed upon in the budget should the XX decide to cancel the Conference.

6.
COMMISSION
The CMC shall have the right to retain commissions received from any companies acting in their professional capacity in connection with the undertakings covered by the Agreement.

7.
TRANSPORT AND SOCIAL EVENTS
7.1.
XX shall commission the CMC to be the sole arranger of local transport and of all tours as well as all meals and other entertainment in connection with the Conference.

7.2
All such arrangements shall be made with reasonable care by the CMC but the CMC cannot be held responsible for any failure or defective quality attributable to any sub-contractor of such arrangements.

8.
EXHIBITION
Should XX wish to hold an exhibition in connection with the Conference, the CMC will organize such exhibition.

9.
LEGAL LIABILITY
9.1.
The CMC shall not be liable for any delay in or omission of publication, transmission or delivery of materials or any error in any promotional materials in the absence of default or neglect on the part of the CMC.

9.2.
If owing to war, strikes, terrorist action, industrial action, lock-outs, accidents, fire, blockade, import or export embargo, adverse weather, catastrophes or other obstacles over which the CMC has no control, the CMC fails to complete its obligations in terms of this agreement, or any part thereof in the manner and within the times required by the terms thereof, the CMC shall not be held responsible for any loss or damage which may be incurred by XX as a result of such failure.

10.
INTERPRETATION
This agreement shall be subject to and construed in accordance with the laws of South Africa and the CMC shall at all times be and be deemed to be the agent of XX.

11.
DISPUTE RESOLUTION

In the event of any disagreement arising during the existence of this agreement, the Parties shall attempt in good faith to reach a negotiated resolution by designating an officer of appropriate authority from their respective units to resolve the dispute, failing which, the matter shall be raised to be dealt with by the dean of the respective faculties for resolution.



Signed for and on behalf of the 




Signed for and on behalf of the
Dept of XXXX (XX)

















Faculty of Health Sciences
Date
_______________________



Date
_______________________
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