Memorandum of understanding between MIMAS at the University of Manchester and [name of institution] 
This memorandum is entered into as of [date] by and between MIMAS at the University of Manchester and [name of institution].

Background

MIMAS, a JISC-funded national data service at the University of Manchester, provides access to descriptions of university and college collections through the Archives Hub.  It is proposed that [name of institution] will make its archival descriptions available to the service by means of software which provides a remote connection (known as a Spoke) to the central Archives Hub service.  This memorandum sets out the common understanding between MIMAS and [name of institution] regarding the way in which this remote provision will operate.
Understanding

1. Security of remote server
[name of institution] will ensure that the server which is used to deliver archival descriptions (in the form of Encoded Archival Description (EAD) files) is kept in a secure location.  The system will be kept secure and up-to-date with the latest security patches.
2. Data

a) Quality

[name of institution] will endeavour to ensure that descriptions made available through the Spokes software meet the minimum standards for Archives Hub data.  Information about the mandatory data elements for Archives Hub descriptions can be found at http://www.archiveshub.ac.uk/arch/formats.shtml, while complete Data Creation Guidelines are available from http://www.archiveshub.ac.uk/arch/dcg.shtml.  MIMAS strongly recommends that staff involved in creating and mounting descriptions on the Spokes software should attend one of the Archives Hub’s free training sessions for contributors.
MIMAS will continue to offer a data editing service, should [name of institution] wish to take advantage of this additional quality assurance check.
b) Backups

[name of institution] will make regular local copies of their EAD files and keep them on a different machine from that used for the Spoke.
MIMAS will offer the facility for storing a copy of the remote data, as an off-site backup.  This procedure can be set up by MIMAS and is highly recommended.
c) File sizes

In order to avoid performance problems, it is advisable to limit individual data files on the Spoke to a maximum file size of five megabytes.
3. Availability

MIMAS has a commitment to provide access to the Archives Hub for 99% of its scheduled uptime.  [name of institution] will endeavour to match this figure.  For its part, MIMAS will undertake to inform [name of institution] of any periods of scheduled downtime, and also to alert the Spoke’s administrators in the case of any connection problems between the Archives Hub and the Spoke.  Likewise, [name of institution] will inform MIMAS of any anticipated downtime of their Spoke.
4. Software

a) Support
MIMAS undertakes to provide technical support for the Spokes software.  This support will be provided for as long as the data on the Spoke forms part of the Archives Hub service.
b) Upgrades

[name of institution] undertakes to upgrade the Spokes software as required by MIMAS.  This will ensure continued interoperability between the Spoke and the central Archives Hub.  If upgrades are not performed, it may not be possible for the Spoke’s data to form part of the Archives Hub service.

5. Nature of this agreement

This non-binding memorandum of understanding is not a legally enforceable agreement and does not give rise to any legal obligations, but rather describes the actions that MIMAS and [name of institution] intend to take in relation to the provision of archival descriptions by [name of institution] to MIMAS.

Signed on behalf of MIMAS
________________________

Date __________________

Print name_________________
Signed on behalf of [name of institution]

________________________

Date __________________

Print name_________________
