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1. The School or contracting unit within the school obtains approval from the appropriate school administrator to engage in a 

contract with an outside entity.  

 

2. The School or contracting unit within the school reaches out to the outside contracting entity, or vice a versa, and develops 

or receives a written contract. 

 

a. To the extent possible, efforts should be made to develop and utilize a standard form of contract, particularly 

when such contracts are engaged in repeatedly.  (Legal can assist in arriving at a suitable form contract.)  

 

b. The School or contracting unit within the school reviews the contract and determines if it can comply with 

the terms of the contract as drafted.  The school or contracting unit must review the contract first prior to 

it  being sent to Legal, as only they know if they have the ability to meet the terms required by the 

contract.  For example, Legal has no ability to make a determination if the school is willing to send one 

faculty advisor or two or whether the contracting unit is willing to notify the student of all the healthcare 

polices of the outside contracting party.   

 

c. The contract is sent to Legal for legal review along with a signed and completed General Counsel Contract 

Approval Cover Sheet. 

 

3. The coversheet should be physically or electronically attached to the contract during the entire review process. This review 

will ensure that the contract meets the requirements of the law and that the University’s interests are represented.  As noted 

above, just because a contract meets legal review, does not mean that the school or contracting unit can actually meet the 

requirements of the contract.  Thus, the entire review process must continue to engage both Legal and the school or 

contracting unit.  

 

a. If no changes are made by Legal and the contract has been previously approved by the school or contracting 

unit and previously approved by the outside contracting party, the contract  will be returned to the 

school  or  contracting unit to be forwarded to one of the three school officials authorized to sign contracts, ( 

The President, the Provost or the Vice President of Finance and Administration) unless one of those officials 

has delegated that authority to some other designee within the school or contracting unit. Approval by legal 

will be evidenced by an email. The revision of the contract approved by legal has to be the same contract 

forwarded for review and submitted for signature. 

 

b. If changes are made to the contract in the review process by any party, or  the  outside contracting party has 

not reviewed or approved the contract as written, the contract will be returned to the school  or  contracting 

unit to be forwarded to the  outside contracting entity for review.  Both the school or contracting unit and the 

outside contracting entity have to review any changes made by Legal.  (The former because the legal 

changes may further affect the schools or contracting unit’s ability to meet the terms of the contract, of 

which Legal would be unaware.)    

 

c. Upon review by the outside contracting entity, the document will be returned to the school or the contracting 

unit and will be forwarded to Legal. Approval by legal will be evidenced by an email. The revision of the 

contract approved by legal has to be the same contract forwarded for review and submitted for signature. 

  

     All changes to the contract, whether legal or administrative, will be reviewed by Legal AND the school or         

     contracting unit so that a final determination can be made that the contract is legally compliant AND that we     

     are able to fulfill the terms of the contract.  The loop between 4(b) and 4(c) will continue until no further     

     changes are required to the contract.  Then the contract will be forwarded by the school or contracting unit as     

     per 4(a).         
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