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BASIC ROUTING PROCESS FOR UNIVERSITY CONTRACTS
These procedures generally apply to contracts for the purchase of goods or services leading to a purchase order. 
 (
Step 1-Receipt & Department Review
A.  Department receives contract from vendor & reviews scope of services:
Does contract reflect understanding of services or product to be provided?
Are there conditions placed upon department? Can department fulfill such conditions?
If contract is acceptable, proceed to Step 2. If not, discuss with vendor
B.  Once contract is acceptable to the department, complete 
Contract Intake Form
 & send 
with contract 
electronically to
 
contracts@shawnee.edu
)





 (
Step 2-Intake & Initial Review
s
A.  Intake: (
Purchasing Representative
)
Identify required reviewers pursuant to university policy 
Identify required signors
B.  
I
nitial legal review (Legal Assistant):
Review Contract Checklist & note issues (choice of law, confidentiality, indemnification, etc.)
If service contract, check other state law provisions & prepare addendum if applicable
)




 (
Step 3-Full Review
“Required reviewers
,
”
 including General Counsel, 
 review & identify issues and/or suggest 
  
revisions, if applicable
VP Finance & Administration last reviewer & may consult with other reviewers as necessary 
)



 (
Step 4-Vendor Review and/or Execution of Contract
            If no changes   
If changes
)


 (
Possible disposition of contract with changes
:
Purchasing Director 
requests changes from vendor. Vendor accepts changes. Contract
 is signed by all parties & returned to department for formal requisitioning, if applicable. 
   
Vendor does not accept changes. Negotiations ensue. General Counsel’s Office may assist. If terms
 satisfactorily 
negotiated, 
c
ontract
 is signed by all parties & returned to department for formal requisitioning, if applicable. 
   
If terms not 
satisfactorily 
negotiated, service may not be performed or product provided.
) (
Ready for execution (See Board Policy 5.27 for “Proper Signature Authority for Contracts”) Purchase order may be necessary
)
	

 (
Office of General Counsel
(740) 351-3046
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