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A. Policy Statement

Signing or entering into arrangements that bind the University must be in compliance
with rules set forth by the Board of Trustees, as delegated to the President, and further
clarified in this Policy.

. Purpose

This Policy provides necessary guidelines for the review, approval, execution, retention
and monitoring of contracts that commit the resources of the University or create
obligations on behalf of the University, including purchases of goods and services. Also, it
protects the interest of the University by ensuring legal review and contract guidance.

C. Definitions

1. Contract: a legally binding written agreement between the University and another party
or parties in any manner for any dollar value (including zero dollars). The term
“contract” includes agreements, memoranda of understanding, statements of work,
amendments, addenda, proposals, and includes electronic contracts which are accepted
online and not printed (click-through contracts). All of these types of documents,
regardless of what they are called, that commit University resources, including grants
to the University, or create obligations on behalf of the University, are collectively
referred to herein as “Contracts” and must be entered into in accordance with the terms
of this Policy.

2. Signature authority: permission granted to approve and execute transactions. This
approval attests to the appropriateness of the transaction with the University’s
objectives and budgetary authorizations.

D. Contract Review and Approval Process

1. All Contracts for the procurement of goods, equipment, software or services, including
grant funded purchases and click-through software agreements, must follow the
University’s procurement policies and procedures. Having signature authority for these
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types of purchase categories does not exempt the purchase from following procurement
rules.

All Contracts that bind or obligate the University in any manner, including click-
through agreements, must be reviewed and approved by the University’s Office of
General Counsel prior to an authorized signatory’s execution of the Contract.

Only those persons with delegated signature authority pursuant to Policy No. 500,
Purchasing Authority and Regulations, are permitted to sign or click to accept Contracts
for the University.

The vendor-executed contract must be attached to the electronic purchase requisition
(see Policy 504) for the Purchasing Department to obtain final University signatures.

E. Representation of Signatory

When employees sign a Contract on behalf of the University, they make the following implied
representations to the University:

1.

Signatory has consulted with and obtained necessary approvals from the Office of
General Counsel and other specialized personnel or affected departments (i.e.,
information technology, finance, human resources, etc.).

Signatory is satisfied with the terms of the Contract and has determined in good faith
that the operating unit and the University can meet its substantive obligations under the
Contract including the availability and/or appropriation of necessary funding and
accreditation requirements.

Signatory affirms that the Contract conforms to the University’s policies, including
those related to procurement, capital spending, sponsored research and is in the best
interest of the University.

Signatory understands that failure to obtain authorized execution on the Contract may
result in personal liability for the employee(s) involved in the transaction and/or the
unauthorized signer.

Signatory understands obligations under Ohio Ethics Law (Chapter 102 of the Revised
Code and Sections 2921.42, 2921.421 and 2921.43 of the Revised Code) and affirms
that no conflict of interest exists between he/she and the contractor.

F. Unauthorized Commitments or Contracts

Employees who enter into Contracts without signature authority may be personally liable
for such Contracts. Employees who execute Contracts without signature authority may also
be subject to disciplinary action, up to and including termination.

G. Contflict of Interest

Any employee entering into a Contract on behalf of the University must accordingly
exercise their authority in a manner consistent with the Ohio Ethics Laws. It is the
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responsibility of all University employees to ensure the University does not knowingly
enter into a Contract that presents a conflict of interest. Any employee who has a conflict
of interest with respect to a Contract does not have authority to negotiate, approve or
execute the Contract and must recuse themselves from the process.

. Contract Retention and Continuous Monitoring

1.

Fully executed Contracts pursuant to this Policy must be retained by the Purchasing
Department and the responsible University office and provided to the office of the
General Counsel within five days of Contract execution.

The office of the General Counsel is the designated central repository for all University
Contracts. The Contract must be kept on file pursuant to the University’s records
retention procedures and in such a way to allow for easy retrieval, review and
continuous monitoring of the Contract.

Contract Amendments and Termination

1.

All amendments to Contracts must be in writing and signed by the parties to the
Contract. If a Contract needs to be amended, the responsible University office must
follow the same process in this Policy for review, approval, and signature of the original
Contract.

All terminations of Contracts must be in writing and signed by the University. All
Contract terminations must be reviewed, approved and signed following the same
process in the Policy as the original Contract.



