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MEMORANDUM OF UNDERSTANDING  
 

American Council on Education (ACE) 
and 

National Association of Presidential Assistants in Higher Education (NAPAHE) 
 

The American Council on Education (ACE) and the National Association of Presidential 
Assistants in Higher Education (NAPAHE) work closely together to support and offer an 
annual meeting for each respective organization.  In recognition of this longstanding 
collaboration, the undersigned officially acknowledge this joint effort with a Memorandum 
of Understanding between the two organizations.   

 
A. In consultation with the NAPAHE Board of Directors or its representative, ACE 

agrees to provide the following: 
 
1.  ACE will provide meeting planner services for the NAPAHE Annual Meeting, including 

assistance with marketing; registration of all attendees (advance and on-site 
assistance); production of name badges and ribbons as appropriate for those 
registrants who attend only the NAPAHE Annual Meeting (“NAPAHE-only registrants”) 
and those registrants who attend both the NAPAHE Annual Meeting and the ACE 
Annual Meeting (“NAPAHE/ACE registrants”); conference materials; collection of fees; 
meeting room reservations and other logistical arrangements such as procurement of 
audio-visual equipment; arrangements for food and beverage, room setups and  décor, 
local transportation, and VIP needs. 

 
2. ACE will collect registration fees from NAPAHE registrants and provide to NAPAHE a 

full and accurate itemized accounting of fees collected and direct costs by June 1, 
2014.  In addition, ACE will provide to NAPAHE the names and contact information 
(including email addresses) for all registrants who check the “I will attend the NAPAHE 
Annual Meeting” selection on the ACE registration form. 

 
3. ACE will provide a printing of the NAPAHE Roster of registrants for each registrant, to 

be distributed at the annual meeting. 
 
4. ACE will provide a NAPAHE conference agenda to attendees (the agenda may or may 

not be included in the ACE final program). ACE will provide a schedule to NAPAHE for 
when agenda items must be submitted to ensure production deadlines are met for the 
agenda. 

 
5. Schedule permitting, a welcome visit/remarks will be offered from ACE President Molly 

Corbett Broad, or an ACE designee during a NAPAHE general session or luncheon. 
 
6. ACE will post on its conference website information provided by NAPAHE about the 

NAPAHE Annual Meeting and will provide a link to the NAPAHE website from the ACE 
conference website. 
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7. ACE will include information, provided by NAPAHE, in appropriate promotional 
materials for the ACE Annual Meeting. 

 
8. ACE will email NAPAHE promotional materials, at no additional charge to NAPAHE, to 

a mutually agreed upon list of presidential assistants. NAPAHE must provide ACE any 
names, emails and copy in a timely manner, as described in B4 below.  Copy may 
include a letter from NAPAHE and the NAPAHE meeting schedule. NAPAHE may also 
provide additional promotional information for consideration for inclusion.  
 

9. ACE will sponsor one reception (not to exceed $5,000) during the NAPAHE Annual 
Meeting as agreed upon by NAPAHE and ACE. 

 
B. In consultation with ACE or its representative, NAPAHE agrees to the following: 
 
1. NAPAHE-only registrants for 2014- The registration fee for NAPAHE-only registrants 

for 2014 is $350 which includes an administrative fee of $150 per NAPAHE-only 
registrant to be retained by ACE.  

 
NAPAHE/ACE registrants for 2014 - The registration fee for NAPAHE and ACE 
registrants for 2014 is $225 for the NAPAHE Meeting plus the appropriate ACE Annual 
Meeting registration fee as per the schedule.  ACE waives the administrative fees for 
registrants that attend both conferences.   
 

2. Upon receipt of documentation from ACE, NAPAHE will reimburse ACE for all of its 
direct costs for the 2014 NAPAHE Annual Meeting, including all materials, food 
service, and rental fees, which exceed the amount collected by ACE from NAPAHE-
only registrants (not including administrative fees).  Should revenue exceed direct 
expenses and allocated administrative fees, ACE will pay NAPAHE the balance of any 
registration fees collected from NAPAHE-only registrants no later than June 1, 2014. 

 
3. NAPAHE will provide information for publications related to the Annual Meeting by the 

deadline(s) and in the format(s) established by ACE. 
 
4. NAPAHE will collaborate with ACE in developing and implementing marketing tactics 

that may be employed to support the attendance of its membership at the ACE Annual 
Meeting. 

 
ACE and NAPAHE agree to the following: 
 
ACE retains the right and the sole discretion to edit or refuse any content proposed by 
NAPAHE that is not consistent with ACE’s principles, mission or goals. ACE and NAPAHE 
agree to continue future discussions on best ways to strengthen this relationship and the 
respective annual meetings, including but not limited to such issues as pricing, marketing, 
and session planning. For example, NAPAHE and the co-directors of ACE’s Annual 
Meeting may discuss the creation/inclusion of potential sessions of specific interest to 
presidential assistants. This initial discussion should take place within a month following 
the annual June meeting of the ACE Board of Directors wherein the annual meeting’s 
theme is finalized. 
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This memorandum of understanding is designed in good faith by both parties to facilitate 
the successful planning of the NAPAHE annual meeting, held in conjunction with the ACE 
annual meeting, March 2014 at the Manchester Grand Hyatt in San Diego, CA. This MOU 
will be renegotiated on a yearly basis by July 1st of each subsequent year.   
 
Agreed to this _______ Day of ________, 2013 
 
 
      
Stephanie Morris 
AVP, Membership and Marketing  
American Council on Education (ACE) 

 Phyllis Gregg, Chair  
National Association of Presidential 
Assistants in Higher Education  

 
 


