
Initial conversation between department/faculty and vice 
provost for international programs

IMOU Committee for review/
approval (via email or 

scheduled for meeting) – files 
attached to email/calendar 

invitation

Internal review by VPIP, exec. 
director, IHSS director

Approved with no revisions
Revisions needed, then re-

review by VPIP

VPIP decides which agreements to work on and which to 
hand off to exec. director of international partnership

IMOU process

When admin assist. receives email 
(initial or copied on reply), creates 
folder for agreement to save drafts

VPIP/exec. director receives draft 
agreement/IMOU via email

All non-study abroad agreements

Study abroad agreements

Pre-draft agreement – 
asking questions about 

process
Sends planning form

VPIP/exec. director reviews draft 
agreement/IMOU

If it needs more work, VPIP/
exec. director follows up with 

requesting department/faculty

Once it’s ready for final 
review/approval, send it to: 

Approved/signed by university 
leadership

IMOU submitted to Business 
Portal for approval by 

Contracts, General Counsel, 
Export Control

Notification by email when 
approved – get the print/

digital executed by MU copy

If not signed by partner, return 
to originator to obtain partner 

signatures

If already signed by partner, 
send fully executed copy to 

originator

Admin assist. saves fully 
executed copy and adds to 

IMOU database

Originator returns fully 
executed copy to IP

Send copy of fully executed 
agreement to Contracts

VPIP writes memo and signs (if 
applicable), submitted to 

Provost’s Office

Depending on agreement type, 
some are done here and some 

move on to further steps 

System-level agreements 
bypass IMOU committee, work 

directly with President and 
General Counsel’s offices


	IMOU process_current.vsdx
	Page-1


