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A. General

a.

A contract is any legally enforceable agreement between the College and
another party whether or not it is titled “contract”. An agreement may be a
binding contract even though one party provides something of value to the
other party at no charge. Examples include, but are not limited to: student
government contracts for service, space rentals, and any capital project.

Proper contract review may take more than one week since there are multiple
steps in the process. Contract initiators should submit proposed documents for
signature as early as possible to avoid missing deadlines.

B. Vice President for Finance and Administration Review

a.

The Vice President for Finance and Administration will review all contract,
agreement, MOU, and MOA (herein referred to as “contract”) language for
accuracy, appropriateness to CPTC programs, fiscal and legal ramifications,
potential liability issues, financial feasibility, compliance with ethics laws, clarity
of intent, etc. prior to the contract being signed by the President or designee.

If the Vice President for Finance and Administration finds errors, omissions, or
requires further information regarding the contract, it will be sent back to the
originator for correction. If significant legal or ethical questions arise, the
contract may be referred to the Assistant Attorney General for advice.

If the President’s signature is required on the contract, the Vice President for
Finance and Administration will forward it to the President for signature after
his/her review is complete.

Once signed, the original contract must be kept in the Finance Office and a copy
returned to the originator for retention. If the originator requires the original, a
copy must be retained in the Finance Office.

C. Exceptions

d.

Employment Agreements — Human Resources is authorized to approve
employment agreements rather than the President or designee. However, prior
approval from an authorized individual within the Finance Office is still required.




Purchase Orders -- Purchased goods and services, as specified by the

Department of Enterprise Services, may be contracted through the regular

purchase order process.
Purchase Cards — Employees with College Purchase Cards must abide by the

terms of the cardholder’s agreement when committing the college to purchases
through their card. Purchases must always be authorized in advance.
Articulation Agreements — Articulation agreements with other educational
institutions may be authorized by the Vice President for Instruction. However,
prior review by the President or designee is required.

Software User Terms of Use — As a practical matter, agreements to abide by the
terms of use under software or computer applications are an exception to this
procedure. However, the software or application itself must be compliant under
the College’s ethics, information and communications, and accessibility policies.
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