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University Contracting, Review and Signature Process

(1) University Contract Policy
(2) Contract Routing Sheet and Routing Procedures

As we move through the academic year, we want to remind the campus community about

important rules for review and signature of university contracts of any type, whether for employment,
research, business purchases or other purposes. The bases for these review and signature processes are
found in the university Bylaws, the Faculty Handbook and university policies (all found on the website
http://policies.cua.edu).

Review and Approval Processes. Contracts for different purposes may have different review processes.
By university policy all contracts binding the university or any of its components must by approved by
the General Counsel, unless noted otherwise below. Similarly, all contracts that create university
financial obligations must be approved by the Treasurer and Vice President for Finance and
Administration, unless noted otherwise below.

1.

Academic Appointments. Academic appointments specified in the Faculty Handbook are subject
to the review procedures outlined in the Handbook. Unless expressly delegated otherwise, all
academic appointments must be approved by the Provost. Academic appointments are not
ordinarily reviewed by General Counsel or the Treasurer and Vice President for Finance and
Administration unless requested by the Provost or President. Appointments in any academic unit
which are not delineated in the Faculty Handbook (e.g., an Administrative Assistant or any non-
faculty staff member in a School) must be approved through the Office of Human Resources as
discussed in Paragraph 5 below.

Academic Agreements. For memoranda of understanding or agreements regarding academic
operations (for example, affiliation agreements between university schools and external agencies
such as hospitals, social agencies, or school systems; or collaboration agreements with other
universities) approval is required by the Provost or his designee. Under the university’s Contract
Policy, such agreements are also reviewed by the General Counsel. If they involve a commitment
of university funds, they are a Business Agreement and follow the process described in Paragraph
4 below.






