Elon University

Contract Management and Signature Policy
And

Temporary Delegation of Signature Authority

As a result of the continued growth of the University, and in an effort to comply with current audit recommendations, a revised policy regarding the signature and management of University contracts is being established.  A central repository of all University contracts is being created to maintain consistency and ease of access.  This central repository will be located in the Purchasing Department in the Business Services Building.  Effective immediately, the following policies and procedures for all University contracts shall be observed:
1. Send two (2) originals of all contracts to the Purchasing department at 2950 Campus Box along with an explanation of what the contract covers.

2. Director of Purchasing will determine appropriate signature requirement based on type of contract and established signature criteria.
3. After the originals are signed by Elon University, Purchasing will send both originals to the vendor for execution.

4. After all required signatures are obtained, one (1) original will remain with the vendor and one (1) original will be placed in the vendor contracts file located in the Purchasing office.  Purchasing will be the central repository for all contracts.

5. Purchasing well send a copy of the executed contract to the initiating department for their files.
6. The initiating department will be responsible for monitoring and executing contract requirements.  Purchasing will send a reminder to the initiating department sixty (60) days prior to the expiration of the contract.

7. In the event the vendor does not perform or breaches any contract requirements, the initiating department will notify Purchasing and they will work together to determine the appropriate action to be taken.

Required Signature:

Director of Purchasing:

· Contracts of 1 year or less in length and less than $10,000 in total value.

· Contracts greater than 1 year in length but less than $10,000 in total value.

· Recurring maintenance contracts (elevator, pest control, hood cleaning, etc) regardless of dollar value.

VP of Business, Finance & Technology:

· Any contracts not meeting the above criteria.

· Contract not requiring the exchange of funds (internship contracts, etc).

TEMPORARY DELEGATION OF SIGNATURE AUTHORITY
· Prior to temporarily delegating signature authority, employee shall obtain approval (written or email) from his/her immediate supervisor to make such designation.

· Such delegation shall be in writing (or email) with copies provided to:  Comptroller, Director of Purchasing, Manager of Payroll/Payables and others as needed, referencing the specific dates for which the temporary delegation of signature authority will apply.
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