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Signing Ceremony Checklist

[bookmark: Check1]|_|	All components of a Visiting Delegation (this is a separate checklist that can be found on our website)

[bookmark: Check2]|_|	Justification Statement (note to allow enough time for the review and approval of the Agreement documents)

[bookmark: Check3]|_|	Document draft sent to GPS to obtain institutional approvals and/or negotiation (can take 1 to 6 months depending on complexity of agreement), and official TAMU signatory

[bookmark: Check4]|_|	Language approval confirmed from the partner; obtain official English translation, if needed, from Global Engagement

[bookmark: Check5]|_|	Export Control Screening Completed for foreign individuals and institutions

[bookmark: Check6]|_|	Verification that TAMU official Signatory can attend the signing ceremony

[bookmark: Check7]|_|	Technical issues associated with online signing ceremonies, if applicable

[bookmark: Check8]|_|	Determine logistics and consider what those should be (room, set up, gifts, guests, etc.) based on level of visitors, type of agreements, signatories involved, etc.

[bookmark: Check9]|_|	Locate and reserve room for the signing ceremony, with sufficient space for signatories, flags, seated guests, and a reception (if desired)

[bookmark: Check10]|_|	Arrange for photography (if desired)

[bookmark: Check11]|_|	Verify availability of Global engagement Department of Academic and Strategic Partnership officials and President, if necessary, for attendance or speaking

[bookmark: Check12]|_|	Printing official copies of final agreement for signing ceremony, or arranging for digital document to be sent abroad if signing ceremony will take place outside the US
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