
University of San Francisco
Contract Review, Approval and Execution Policy

The term "contract" includes agreements, memoranda of understanding, leases, licenses,
purchase orders, waivers, and any other document which creates an obligation for the University
to do or not do a particular thing. Only the President, Vice Presidents, or their designees, are
authorized to sign contracts on behalf of the University.

Contracts typically require evaluation from a number of perspectives. Most need legal review to
ensure they do what they are intended to do without creating unnecessary burdens on the
University and that they comply with various University, state and federal requirements. Many
require budgetary review to ensure that the obligations created are financially sound. Others
need to be scrutinized for conflicts with existing contractual relationships or for programmatic
conflicts with other departments of the University.

The type of contract determines how it is processed within the University. The following types
of standard contracts require minimal review.

Procurement: The Purchasing Department processes procurement requests including
orders for goods and some services, office supplies, furniture and fixtures, and office
equipment. Purchasing uses prescribed purchase order forms [to be approved! by the
Office of the General Counsel (OGC). University departments may work directly with
Purchasing on procurement matters; however, requests for variations from standard
purchase orders require legal review by OGC.

Sponsored Research: Sponsored research projects include research projects funded by
governmental units or corporate entities. Both government and corporate contracts
require written approval by an appropriate University official on a Research Project
Authorization Form. Generally, government contracts may be executed without OGC
review. Corporate sponsorship contracts must be reviewed by OGC.

Facilities Use/Equipment Rental: A number of departments lease University facilities for
short-term use and also rent equipment in conjunction therewith. Examples include Lone
Mountain conference rooms, Memorial Gym, baseball/soccer fields, and Koret.
Departments leasing facilities use prescribed facilities use agreements/equipment rental
forms [approved] by the OGC. Requests for variations from the standard facilities use
agreements/equipment rental forms require legal review by OGC.

Clinical Placement Agreements: OGC has provided the School of Nursing and the
School of Education with a standard clinical placement contract which may be used
without further legal review. Requests for variations from the standard clinical
placement contract require legal review by OGC.

Academic Memorada of Understanding: OGC has provided a standard memorandum of
understanding in the form of a template containing many provisions. Schools wishing to
enter into a memorandum of understanding with other institutions may use the template
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