UNIVERSITY OF DETROIT MERCY

POLICY FOR SIGNED CONTRACTS
General:
The nature, term of commitment, and/or dollar amount of certain expenditures will necessitate the execution of a signed contract or agreement rather than the issuance of a Purchase Order.  The requirements of the UDM Purchasing Policy are applicable to all contracts and agreements in addition to the requirements listed in this policy.

Policy:

Contracts and/or agreements which require the signature of an authorized representative from UDM must have the approval of the following departments, in addition to the approvals that are required in the UDM Purchasing Policy:
· The Budget  Office;

· The Controller’s Office

· University Senior Attorney, unless waived by the appropriate Vice President

· OSPRA for sponsored programs, including grants, cooperative agreements, and federal contracts

· IT Director for IT related items

· Facilities Management for facilities related items

These additional approvals must be obtained prior to commitment of UDM funds. Documentation of the necessary approvals must be on the UDM Contract Approval Signature Form.  The UDM Contract Approval Signature Form must be completed before execution of the contract and/or agreement, and must be filed with an original of the contract in the Controller’s Office.  All contracts must be in writing.  Verbal contracts are NOT allowed.
Only the President or a Vice President can sign the actual contract and/or agreement on behalf of UDM, regardless of dollar amount.

Exceptions:

· Contracts for adjunct faculty can be negotiated and signed by the respective college dean.  One month after the start of each term, each dean shall submit to the Vice President for Academic Affairs and Provost a list of adjunct faculty and their salaries.

· Hiring of faculty or staff, or changes in compensation for existing staff, to fulfill the obligations of a grant or contract needs to conform entirely to the posting, hiring, and Human Resources policies of UDM.

CONTRACT APPROVAL SIGNATURE FORM
The attached contract between __________________________________________________







 

(External Party)

and The University of Detroit Mercy _______________________________ Date __________







 
(Department Name)

has the following approvals:

Dean/Director ________________________________________________ Date ___________

Controller's Office _____________________________________________ Date ___________

Budget Office _________________________________________________ Date __________

OSPRA (grants/cooperative agreements/federal contracts)

______________________________________________________________ Date__________
Information Technology related contracts (software, software licenses, hardware) 

____________________________________________________________ Date __________

Facilities related contracts (construction, design, maintenance, real estate purchases, sales, leases)  ______________________________________________    Date __________

VPAA/BF Waiver of UDM Legal Counsel Review ____________________ Date __________

UDM (or external) Legal Counsel Review __________________________ Date __________

Area Vice President ___________________________________________  Date __________

President (if > $50,000) _______________________________________  Date __________

· Check if contract has no financial impact
Latest Revision: May 2011


