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1.  Overview 
 
This document, a revision of a long-standing policy (last revised January 29, 2017) of Tuskegee 
University (“TU” or the “University”), describes TU’s contract review and approval process and 
requirements, including the required reviews by the initiating departments, administrative 
officials, and the Office of General Counsel. The document also describes the signature authorities 
for contracts within the University. All personnel involved in processing contracts are advised to 
read this document and become familiar it in its entirety, as it contains important information that 
you will need when submitting a contract for review and/or approval. 
 
2.  Coverage 
  
Generally, a contract is required in order to create an obligation on the part of the University to 
provide goods or services or to pay for goods or services. A contract is any legally enforceable 
agreement whether or not it is formally titled a “contract.” Contracts include, but are not limited 
to, consulting agreements, grant agreements, subcontracts, contracts for goods or services provided 
by or received by the University, letters of agreement, lecture or performance agreements, licenses, 
memoranda of understanding, master service agreements, athletic game contracts, statements of 
work, and terms and conditions related to all types of transactions. A document may be a binding 
contract even though one party provides something of value to the other party at no charge. 
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3.  Contract Review Process 
 
 3.1  Initial Review by the Initiating Department 
   
Prior to submitting a proposed contract for review by the Office of General Counsel, the initiating 
department must conduct its own review of the proposed contract. This review should focus on the 
business implications of the terms and conditions of the contract. Before submitting a contract for 
legal review, the initiating department or contract originator must: 

  
a. Obtain internal approval from the head contract originator’s operating unit (in 

accordance with that operating unit’s internal contract approval policy) 
b. Read the contract and become familiar with its terms; 
c. Become familiar with any laws, rules and regulations governing the contract 

(1) For example, if the contract is for a government grant, government contract 
or subcontract, the initiating department or contract originator must read 
and become familiar with the statues, regulations and policies governing the 
grant, contract or subcontract 

(2) The Office of General Counsel and the Office of Compliance reserve the 
right to inquire as to the contract originator’s knowledge of and familiarity 
with the applicable statues, regulations and policies 

d. Assure that the contract addresses all of the Required Elements, listed in Section 
3.3 (b) below 

e. Assure that the contract does not include any of the Disfavored Items listed in 
Section 3.3 (c) below 

f. Identify those terms to which it can or cannot agree, and what needs to be negotiated 
with the contractor. Examples of issues to consider include: 
(1) Whether the contract terms and conditions, including duties of the parties, 

are clear, consistent, and acceptable to the university and the department 
(2) Whether the college, department, or unit has the necessary funds and 

resources for this contract. 
(3) Whether the contract initiator can assure the University’s compliance with 

the obligations which the contract places on the University 
(4) Whether the contract is appropriate and serves the department’s mission and 

responsibilities 
(5) Whether the services provided are the most feasible for the University in 

terms of quality and cost 
(6) Whether the contract includes the entire understanding between the parties, 

or whether there are additional terms, or explanations or promises that are 
not included in the contract 

 
3.2  Submission of Contract Review Request Form 

 
Following its initial review, the Initiating Department must complete a Contract Review Request 
form and submit the form to the Office of General Counsel in advance of the commencement 
of the contract term or term of performance. The form will contain a contract checklist and will 
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request information that the Office of General Counsel & External Affairs will use during its the 
review of the contract. 
 
To verify that you are using the updated version of the form each time you are submitting a 
contract, download the form at: 
 
[url] 
 
When completing this form, please include: 
 

a. Brief background information about the purpose of the contract to aide in the review 
process, in addition to any comments or concerns you have regarding the contract 
terms, including the following: 
(1) Explanation of the transaction 

a) Who is supplying what goods or services to whom, in exchange for 
what and why? 

b) Is this a transaction that the Contract Originator or contracting 
department wishes to enter into? 

c) Why does the Contract Originator or contracting department wish to 
enter into the contract? 

d) Does the contract, as submitted for review, reflect any changes that 
the Contract Originator or contracting department has negotiated or 
suggested? If so, explain what those changes are. 

e) Are there any changes to the contract that the Contract Originator or 
contracting department would like to see? If so, explain what those 
changes are. 

f) What mechanism has been put into place to assure that the 
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c) In general legal review by the Office of General Counsel is limited 
to contract to which the University is a party. 

(3) The contract must provide measurable detail about  
a) Which party is to provide what sort of performance 
b) How the amount of payment is to be determined 
c) 
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(14) Provisions authorization acceleration of payment (i.e., provisions 
that, under circumstances, the requirement of payment over time 
will be converted to a requirement of a lump sum payment) 

(15) Provisions requiring binding arbitration in a manner inconsistent 
with the Tuskegee University Vendor Mediation and Arbitration 
Clause 

(16) 
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Generally, only the President, the General Counsel & Vice President for External Affairs  and/or 
the Vice President of Business & Fiscal Affairs (CFO) has the authority to sign any contracts, 
except as limited by the Tuskegee University Board of Trustees or by this  document. Generally, 
the General Counsel & Vice President for External Affairs will not provide the signature on a 
contract that he or she has reviewed and with respect to which he or she has provided advice to the 
University. The University maintains responsibility  to establish internal policies related to 
purchasing authority and purchasing limits, for all appropriate personnel within the University. 
 
The table below outlines the current signature authorities, for contracts, for the procurement of 
goods and/or services: 
 
Annual Contract Value Authorized Signatory 
Up to $4,999.99 • Vice Presidents, 

• Deans, 
• Department Heads, or 
• Directors 

Only one contract per vendor, within the same 


