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	Request for Contract Review
	
	

	
	
	Revised 9-15-10

	 
	
	
	

	Part 1: Submitter’s Information	
	

	
	
	
	
	
	
	
	

	Submitter’s Name:
	     
	Extension:
	     
	Email:
	     

	
	
	
	
	
	
	
	

	Division:
	     
	Department:
	     

	
	
	
	
	
	
	
	

	Part 2: Contract Information
	
	
	
	
	

	
	
	
	
	
	
	
	

	Company/Individual Name:
	     

	
	
	
	
	
	
	
	

	[bookmark: Text24]Main Business Address:                                                                                                                       

	[bookmark: Text25]City:                                                               

Do they have a different local business address?
	[bookmark: Text33][bookmark: Check15]State:   

|_| Yes
	[bookmark: Check16]Zip Code:

|_| No
	     
	

	

	Local Business Address:
	     
	                            

	[bookmark: Text27]City:      
	
	
	[bookmark: Text32]State:   
	Zip Code:
	     
	
	

	
[bookmark: Text29]Company Contact:       _________________________
	
	

	[bookmark: Text14][bookmark: Text34]
Phone:      

	
[bookmark: Text15]Email:     
	[bookmark: Text21]
     
	

	
	
	
	
	

	
Is the Company/individual represented by legal counsel?
	[bookmark: Check2]
|_| Yes
	[bookmark: Check3]
|_| No
	
	

	
	
	
	
	
	
	
	

	Legal Counsel:
	     
	Phone:
	     
	

	
Email:
	[bookmark: Text18]
     
	
	
	

	
Have we contracted with this company/individual before?  
	[bookmark: Check1]
|_| Yes
	[bookmark: Check4]
|_| No
	
If yes, when?
	

	
	
	
	
	
	
	
	

	What is the purpose for this contract?
	     

	
	

	Contract Amount: $
	     
	Have the business terms of the contract been reviewed?
	[bookmark: Check5][bookmark: Check6]|_| Yes   |_| No

	Contracts < $25,000 a Division Head needs to sign I  Contracts > $25,000 either President or Treasurer need to sign I Contracts > $1,000,000 both the President and Treasurer need to sign

	
	
	
	
	
	
	
	

	Is the contract available electronically?
	[bookmark: Check7][bookmark: Check8]|_| Yes  |_| No
	If yes:
	[bookmark: Check12]|_| MS-Word/Excel
	[bookmark: Check13]|_| PDF
	[bookmark: Check14]|_| Other:

	
	
	
	
	
	
	
	

	Requested Time Frame for Review:
	[bookmark: Check9]|_| Priority (2-4 days)
	[bookmark: Check10]|_| Urgent (5-10 days)
	[bookmark: Check11]|_| Routine (11-15 days)

	
	
	
	
	
	
	
	

	The review by the Office of the General Counsel will be solely one of legal terms, and approval of this contract does not represent a review and approval of the business terms contained in the contract.  It is the responsibility of the submitting department to review the contract and ensure that it accurately represents the terms of the relationship as it understands them.  In particular, each department must review and approve the terms relating to price, payment, score of services, and deliverables.  The Office of the General Counsel is available if you need assistance or advice regarding negotiating, interpreting, or understanding contract terms.


	Submitter’s Signature:
	
	Date:
	
	

	
	
	
	
	
	
	
	

	Divisional V.P. Signature:
	
	
	
	Date:
	
	



