Memorandum
To:          All Divisions/All Departments                                                                                     
From:    Thomas V. Flynn
                General Counsel
Re:         Contract Review Process
Date:     September 13, 2010
Dear Colleagues,
On September 7, 2010, the Division Heads approved a modified contract review process.  This memorandum outlines the new process.  If you have additional questions, please contact the Office of the General Counsel.
1. All contracts must be reviewed prior to their execution by the Office of the General Counsel.  
1. Contracts with a value/contract amount of $25,000 or under ($2500 with respect to computer equipment) that can be completed in less than one year may be executed by the sponsoring division head.  Contracts over $25,000, but under $1,000,000 (or multi-year contracts) must be signed by either the President of the Treasurer.  Contracts for $1,000,000 or more must be signed by both the President and the Treasurer.
1. No contract shall be reviewed by the Office of the General Counsel unless the person submitting the contract has completed the Request for Contract Review Form (“RCR”).
1. The RCR must be completed in its entirety and submitted with the contract.
1. The contract should be submitted in an editable electronic format (i.e. Word, Excel).  If an editable format is not available the contract should be submitted as a pdf.
1. If the contract is over 20 pages a printed copy should also be forwarded to the Office of the General Counsel.
1. The RCR must be signed by both the submitter and the sponsoring division head.
1. The RCR may be submitted electronically via Stonehill email either as a Word document or a pdf.  An electronic signature may be used provided the RCR is submitted from the email of the sponsoring division head.
1. All electronic contracts should be submitted to ekenney@stonehill.edu with copy to tflynn@stonehill.edu.
1. All paper contracts should be submitted to the Office of the General Counsel, Donahue Hall Room #202.
A copy of the RCR is available online at:   http://www.stonehill.edu/x11765.xml 
For additional information on contract signing authority see policy F11.5
