
W H E N  T O  U S E  A N  M O U

For collaborations built on shared goals: co-hosting

events, referrals, joint programmes. If money or

significant services are exchanged, use a proper

contract or grant agreement as well.

N OT  L E GA L  A DV I C E

This is a starting point. For any partnership involving

money, data sharing or risk, ask a lawyer to review

the final text before anyone signs.

1 The parties and the purpose

This Memorandum of Understanding is made on [date]  between:

Party A [Legal name] , a [legal form] , registration number [number] , of [address] , represented by

[name, title] .

Party B [Legal name] , a [legal form] , registration number [number] , of [address] , represented by

[name, title] .

Background

[Two or three sentences on who each party is, and why you are working together.]

Purpose

The parties will work together to [shared goal] , through [the programme, event or activities] , in [location] ,

from [start date]  to [end date] .

2 Who does what

Party A will Party B will

[e.g. design and facilitate the sessions] [e.g. provide the venue and invite participants]
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Party A will Party B will

Contributions

Each party will contribute [cash, staff time, venue, materials, expertise] , as set out above. Unless stated here,

neither party owes the other any payment under this MoU.

Coordination

Each party names a focal person: Party A, [name, email] ; Party B, [name, email] . They will meet [monthly]

and share a short progress update [every quarter] .

3 Ground rules

Communications and branding

Neither party uses the other's name or logo without

written approval. Joint announcements are agreed in

advance, and each party is credited.

Data protection

Each party handles personal data in line with the Data

Protection Act, 2012 (Act 843), shares only the

minimum data needed, and keeps it secure.

Safeguarding

Each party applies its safeguarding policy and code of

conduct, and reports any concern to the other's focal

person within [24 hours] .

Confidentiality

Information marked confidential is not shared outside

the partnership without written consent.

Materials and ideas

Each party keeps ownership of what it brings. Jointly

created materials may be used by both, with credit,

unless agreed otherwise.

Disagreements

The focal persons try to resolve them first, then the

heads of both organisations. If that fails, the parties

may agree on a mediator.

4 Term, changes and signatures

This MoU starts on the date signed and runs until [end date] . It can be changed only in writing, signed by both

parties. Either party may end it with [30]  days' written notice. This MoU records the parties' shared intentions

and is not legally binding, except the clauses on [confidentiality and data protection] , which the parties agree

to honour.

For [Party A]

Name and title:

Signature:

Date:

For [Party B]

Name and title:

Signature:

Date:
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Free to use and adapt for your organisation's own work. Please credit

SWK Ghana when you share it. A template, not legal advice. Last

reviewed October 2026.
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