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* This training will help you understand:

* The types of contracts we have,

* The contract process, including new vendor
registration in PaymentWorks and a PeopleSoft
requisition to ensure payments flow timely,

* Compliance requirements,

* How to satisfy University policies, federal and state
laws, and regulations.
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Contract Types —
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e Standard

* Uses a basic contract template developed by UH System,

with no variation

. The vendor makes no changes to the terms and conditions

e Non-Standard

* Uses a vendor’s contract template

* Or a UHS template with changes to the terms and

conditions




Standard Contract or

Agreement - Examples
Contract/Agreement  JUse

* Standard Purchasing Agreement

e Performer Agreement

* Speaker Agreement

* DProfessional Services Agreement

*  Services Contract

I

University
of Houston
Clear Lake

For any type of services [typically
not goods]

For musicians, DJ’s, dancers

For workshops, presentations or
any speaker event

For for any medical professionals

For anticipated revenue to UHCL
department
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Other Less Common

University
of Houston
Clear Lake

Agreements

. Articulation Agreement

. Agreement with Jr and Community Colleges

. Interagency Agreement

. Agreement between two or more Texas agencies

. Interlocal Agreement

. Agreement between UHCL and local government

. Affiliation Agreement/ Credit & Non-Credit

. Use for field practicum and internships

. Facility License Agreement

. Use for campus recreation special events or other events on campus
. Can be zero-dollar

. Has strong indemnification/hold harmless terms

. Memorandum of Understanding
. Formalizes a relationship, arrangement, or understanding between UHCL

and another party.
. May not be legally binding unless so specified in the agreement.
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Contract Threshold Tips

Dollar Amount Tip
$0-$15K No bid required
Over $15K Specify procurement method:

* Sole source

* Bid Solicitations

* Cooperative Contracts
* Emergency Purchases

Over $100K Legal review
Procurement manages document flow
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Click Through (CT)
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Agreements

What is it?

A click through agreement is an online purchase, often for
software, where the buyer agrees to the vendor’s terms and
conditions by clicking a box or “signing’” an online form.

How does UHCL Process it?

Click through agreements are contracts, so UH System legal
requires a buyer to prepare and sign a memo, acknowledging
that they read and understood the click-through agreement,
that it 1s a must-have agreement that must be accepted as-is,
and that they would like to proceed.

Please note that click-through agreements should only be used
for low-dollar or no-dollar contracts that in practice cannot be
negotiated with the vendor.




Revenue Agreements UHW

Ove r $ 50 K of Houston

Clear Lake

* Allow adequate review time !

* UHS Tax office and UHS Treasury must review prior to
execution. Please allow time for this step.

* Submit a complete packet !
* Procurement needs BOTH:

e Revenue Contract Coversheet and
e OCA Coversheet.

e UHCL contracts routes documents for
approval by tax and legal departments
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Non-Standard Contracts
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* A non-standard contract happens when your
vendor has different terms and conditions
than our basic contract template contains.

e Eitheruse a Standard Contract Addendum
(SCA) to add their terms to ours.

* Or, the vendor uses their own template —

Procurement then legal review required.
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Amendments University
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* Any change to an existing contract requires the
following:

Attach the original contract.

Process it before the original contract expires.

Same approval leve/ or higher as the original contract.

Legal review required; allow adeguate time.

Typically, no extensions past 5 years.
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* Informal Bids - $15,001 - $25,000 — Not posted to
ESBD

* Department recommends a vendor in writing

* Procurement will solicit 2 minimum of 3 informal bids

* Bids are not posted to Texas Electronic State Business Daily

e Formal Bids — Over $25,000 — Posted to ESBD

* Department recommends a vendor in writing

* Procurement will solicit 2 minimum of 3 formal, written bids

* Bid posted to Texas Electronic State Business Daily for a
minimum of 14 days

* Emergency purchases — contact Procurement for details



Legal Review

* When is it required?
* Any change in contract terms and conditions
* Exceeding threshold limits

* Submit a complete packet !
e OCA Coversheet

* Fill in editable areas (vendor name, address, cost center,
amount, a brief description of scope of work, etc.

* Initial first five lines under certification (left side)
* Indicate if request is a rush

* Authorized Signatory
* Procurement Method (if applicable)
* All contract documentation (Agreement, T&C’s, COI, Etc.)
* Requires editable UH System agreement.

* Do NOT sign the agreement before legal review.

-
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After Legal Review Univesiy
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FFEVED A8 TO FIEM
Office of the General Counsel J | '|l||
Standard Purchasing Agreement ¥ !-_': P
OGC-S-2010-06 Revised 04.29.2019 e e SN GO
Page 1 of 4 PRTVERASTY [ A ETON SYSTEM

* Department steps
e Reviews documentation / obtain corrections if needed
* DO NOT SIGN YET
* Sends to vendor for review/approval
* Vendor returns signed contract
* UHCL authorized signatory signs contract

* Sends fully executed copy to Procurement
* Has final stamp (pictured above)
* Submit requisition (if applicable).
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Risk Management el
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* Certificate of Insurance (COI)

* Required for anv vendor providing services on campus.
y
e [.imits must match contract or addendum insurance clauses

* Services are intangible benefits, not tangible goods.
* List UHCL as Certificate Holder and Additional Insured.
* Waiver of subrogation required

* Endorsement required from vendors to avoid being held
liable for claims that occur on their jobs here.
* UHS reviews any/all insurance waivers
* Allow 7-14 days

* Request to Waive Insurance

* Submit the unsigned contract/agreement with the
request.
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. . of Houston
Requires extra form for finance and legal system review. Clear Lake

Purchases >$100,000

And purchases > $300k

UNIVERSITYct HOUSTOMN SYSTEM
Summary for Purchases Exceeding $100,000

require Sr. Vice Chancellor G R
appr oval / si gnature before ‘;ﬁ(;m*‘“m*“:“w“*m:: -

legal review. This steps adds
time to the process so please

plan accordingly. e
The form is available in =
DocuSign. -

contract (if applicable), and Board

Effective: 09/01/2022
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Vendor Security Assessment
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This is an online form to help reduce the risk to UH System data.
This form is to be completed for contracts that include hosting of
University information on non-UHS servers.

* Level 1 data such as information specific to individual persons.

* UHS Information Security will require the following documents

* Contract

* Terms and Conditions
* Privacy Policy
 HECVAT

* Once approved this form should be submitted with the
proposed contract packet to the procurement department.




Message from Associate Vice Ungﬂy

Chancellor of Legal Affairs of Houston

Clear Lake

The quality control on all contracts and
agreements starts at the department.

It 1s the responsibility of the department
to read the terms of the contract for
accuracy.



I

University

College/Division Business

Administrator Responsibilities of Houston
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* Review the contractual documents for business terms,
accuracy, appropriateness, availability of funds and
compliance with university policy.

* Certify approval of the contractual documents and
transaction by signing the OCA coversheet.

* Work with the department to obtain all documents for
the contract packet, contract, COI, exhibits, etc. to be
sent to the procurement department.

* Develop and maintain a contract management system
to ensure the terms and conditions are performed in an
appropriate mannet.




Business Decisions vs. Legal Decisions H
University

Business decisions - of Houston

Clear Lake

* Contract Administration 1s not responsible for determining
whether each contract encompasses a “good” business
decision.

* The department should carefully read and understand the
contract obligations

. Thg deparﬁment official si ning the contract is accountable
for its subject matter and business terms.

* Procurement method
* Authorization of transaction, project or program
* Signature authorization

* Note: the coversheet is the primary checklist for individual
contracts. It provides a set of certifications that should be
carefully considered and affirmed before signature and must
accurately summarize the transaction in the contract.

Legal decisions —

* Contract Administration reviews contracts to ensure
compliance with the law and University policy and
procedure requirements for submission of contracts.
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Oversight and Closeout Rz
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* The originating department assumes primary responsibility for a
contract, from inception to completion of the transaction. Such
originating units should select a designated contract manager who
is responsible for ensuring that the contract requirements are
satisfied for contracts that the originating department is
responsible for.

* Contract monitoring requirements must be flexible as contracts
are unique and specific, and as such there is no single set of
monitoring requirements. Departmental contract managers should
use their best professional judgment in determining monitoring
processes.
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Oversight and Closeout (Cont.) Biicss
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* Departmental contract managers should make sure that contracts
are appropriately closed out upon completion/termination of a
contract. As is the case for contract monitoring, there is no single
set of closeout requirements because of the uniqueness of each
contract and underlying transaction.

* In general, the following items should be confirmed at closeout:

* All deliverables have been provided
* There are no outstanding issues

* If necessary, extensions are obtained if needed to complete
work

* Contract/work audits are conducted (if required)
* A final invoice (if required) has been received and

* Final payment has been made.
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Frequently Used Documents

* Checklist
* Sample Coversheet

* Tip sheet

* Time Required

* Delegation of Authority

* Information Security Hosted Services Contract

Checklist



Checklist

(d Determine the type of contract / agreement
Q sPA [ sCA [ MoU [ Affiliation [ Articulation [ vendor provided
@ Is amount >100K (J ] yes no,
O Is the contract a service [ yes [ no, if yes need COI
O Is the contract >15K [ yes [ no, if yes, need Procurement Method
O Bid [JEmergency [JCOOP []Sole Source
d Has UHCL contract been changed/redlined ] yes [ no, if yes need legal

review

* Typical contract packet should include:
e Contract Coversheet
 Procurement Method (if applicable)
* Contract / Agreement
* COl (if applicable)
* Additional Documentation (terms & conditions, policies, “Hc

proposal/quote, etc.) HAWES




Form No. OGC-5-2006-14
Contract Coversheet and Approval Form
(Hfice of Contract Administration
4302 University Drive, Room 311 + Ezekie] W. Cullen Building
Houston, Texas 772304-2028 + Phone (832) 842-T078
General Information

Campus: d Click To Select Caolbege f Drivision { Dept. Name: _ R
Caontact Person f Title: Telephans Email - |
Business Administrator: Telephane Email
Summary of Contract Terms
Cantract with: Caontractor Contact Person:
Caoniractor Address:
City State Zip Code
Cantractor Phone: Contractor Email-

Cantract Description: _ S S
Provide a clear synopsis of the goods /services (events /ete. that will result by entering into this agreement

Caontract Term: Smart Date: S End Date:

Total Amount of Contract:  § If Amended: Original Amt £ 4+ Amenided Amt §

Source of Fands (if multiple cost centers are being utilized, please atiach a supplemental page listing the appropriate codes)
Expense Cost Center: Fumnd Drept 10 Prog _Proj____ Acct Amt &

Revenue Cost Center: Fund Drept 10 ; _ Prag ; _Praj ; Acct Amt &

Official Authorized to Sign- - S — _
ldentify, by name and titks, the official authorized to sign the contract on behalf of the University of Houston
System pursuant to MAPP, SAM, and Board Policses.

Certifications Initial the certifications below jor put “NA" if not applicable) indicating comp before ting
the agreement and required supporting documentation to the Office of Contract Administration.
Reapuemibilicy 1 hiave prisery respeasdbiliy e the coailrec, from isception e completa of 1he anaacticn.

Complete Comtract  The comiract and all docwmenes that are incerparated by reference in the agreemsent, including exhibits acel appendices
Fackage e included for review by Combreet Admisdsirarion.

Depr. Acteplanc:e  All cosnrect decumenta Bave been read and the business sapects have bosa agrosd o 3 entirery by the origiasiEng
department snd any employess whoe have ohligatons under this contract, or o memersndus bas been includad describing

ke department’s concerns with the business aspeets that they do not agres witle

Undversity of Houston, Usdversity of Houston - Vietoria), snd is

Frecurement The proper precurement selbod has been used providing the beat value 1o UH. The Recommendation for Auard Form is
required for all cosrects regerdiess of the seuree of funds

Cemiracting Pary  The name of the contracting party @ stabed as the Universicy of Houscon Syapem ar it component Insinasons (e.g..
ot g departmenl. PIOGrAE. OF PETSO.

Hrambard Fore ol INa UH stsnded ageeement s being wmed, T eerdly that so chasges have been made, oeluding sddivions] artsbme sy

.ﬁ,&l!‘fﬂ]hl[ of addenda 1T mﬁllﬂlﬂ- have B made, | have indicated ke FI.I'“.MI-I.d[lu.' agrecment if e sttached memorandim.
Risk hlﬁ&blltll‘ All mﬁllalﬂ- 1o UH standard amtract DS e w of ANY ifslifanie 'plﬂmuﬂl- in & pos-dtandird contael
Approval MUST BE apprewed by Risk 1 priar bo a1

ves [ musH Jestificatisn NEEDED BY:

ﬁm If the contract is valued at 31 million or mare (revenue or expense), or otherwise requires Board of Regents approval, then the
contract packet muost inchude Board of Regents approval. The UH Office of the Controller will request a Cemificate of Interested Parties
form to be Alked out online by the contractor or vendor and notify the department when signatures can be obtained on the contract. If the
contract relates to a real estate tansaction of any form [real estate purchase, lease, sale, eic.|, then it is necessary to consult with the UH
System Office of Real Estate Services before proceeding with the contract.

I have read this contract entirely. | am satisfied with its description of the goods and services to be provided to the University [ncluding,
for exampls, warranties, d:lrv\er_',r terms, acceptance persod, and mammtenance terms). | am also satisfied with the d.e::nptu:n af the
University’s obligations (including, for example, scope of wark, payvment due dates, late charges, taxes, chamges, insurance, and
confidentiality requirements) and all other provisions of this contract. Arnuwmﬂmnl::i!.:'il nat, [select one) attached. 1 acknowledge
responsibility to ensure that all good faith efforts are employed in seeing that all terms, conditions and responsibilities of the
contract are met.

Name [ Title: Signature: Diate:
(Originator al'n:nm:ran:t whao certifies that the requirements lsted above have been met)

Name [ Title: Signature: Drate:
|(HEcial with delegated autharity to enter into contracts on behalf of the University]

Naote: Modification af this Form requires approeal af G0

©ifion of i Gamen] Counml
Conirnct Cowersheri

OGC-5-2006-14 Revissd 01.15.2025
Fage 1 0f 1




INTRACT PROC

Contract Document Flow

STEP 1 ¥ Vendor - Dept works with vendon/doesn't sign et
STEPZ | Legal - Legal reviews controct, signs off
STEP3 | +*  Vendor - Viendor executes after legal sign off
STERP4 | Department - Signs/=xecites final contract
STEP5 | +  Procurement - Obtains copy of fully executed controct
STEPE | Legai - Receives final executed copy from procursment
| E.'I'!IH')TIIS CHECK FOR THESE
is \vengor st up in Payment Works with Vendor I07
* It yes, procesd
* it mot, send Paymient Warks INVITE to vendar
" i unsure mnnmnuh@kgumummmﬁmm&
[obtein curment quobe/ proposal: Quote must be current (not okder than 30 cays|
"% It for soods Check for terms & conaitions ([T&Cs)
5 ( |
"% If quuots has vendor TECS Send Stancard Comract Addencum [SCA| ta wendar to sign
D [jr=s13k snow procurement methon:
E Must be a justifiabie soie source
Submit ER acquisition form & notify DBA & Procurement
P Enter caop infarmation an the requisition
T avsgig
TR SASK to 23K Informal bid, conksct proosmement
. Farmal bid, contact procurement
i for services o, fill out 5PA Stancard Furchasing Asrsament (5P4)
- :'rtupum Lise spmaber Agreerent A s,
*% Iz it & Performer® e Pertorrer Agrmerent bty hawe s
**% vendor will not sign tem: Comipiets Click Thru Mema
or for services, obtsin COI or waiver of COI Certificaits Of Insurance requirem.ents are on SPA; If requesting to waive insurance submit unsigned sgresment
i le=ml revimw required, fill out OCA covershest
Ch!dc'bfr!l]uir!ﬂ secondary approvels. based on what lu\:u\'ebufirﬁ ar
source it 5 e | O5P, B 3
ffurd it grant-oased OIT, O5P, FMC, MARCOMM - BRAND GUIDE, AFFINITY LCENSING
[Requistion.
[Fecandary ceserimenial approval neeced? Brlmdﬁlliﬂe, OIT, O5P, FMC
P [feccount code correar Cheeck account st for fund code restrictions
R [[Feegery coce commecr Check commodity code st
Requisition detsilz prasent?
o 3% Torm dates For contracts, licenses, subsoripions, ste.
C *** Wendor information Contact name, phone and email
*** Department contact Contact name, phane and email
u *4% padivery informeticon Contact persan
R [Js seckup documentation attachec? Cuote, 504 or SPA, 01, Procurement Mehod, Informistion Seourity Checkizt
E ir for soocs, thipping & hanciing, freisht shown? Show shipping on & separate ine if using lecger 1 funds
|sats fisk management aparoval If mgresments/ contracts have insurance lansusse
|office of the Gemeral Counsel [Contract Admanistration
[Rewiews and Looks for the following:
|OCA Covershest Procurement must submit ko OGC for review
%% ¥ contract 2550k
4% ot contract »$200k for construction UHS facilities reviews construction contracts
u *** wimngdior will ot sign 5CA or SPA Merstandard contracts include standerd forms [SPA B 5CA fillable versons, sic ] with revisions
="
H [OCA Covershest must hawe
*** Contect information
& *** Description of wark
*4% amourk/zoope of work
L 3% Cost center
*** Risk Management spprovel of comments
E 1% Berin & end date
G *** initinks under certification nes
4% Check yes o no for RUSH
A *** futhorizien sgnatures
L [Pt prosice Frocurement msthod Sale Source, Emenzency lustification, COOF, Sid [if appiicabie). =il in RFA farm relsted MOU'T,
Purchases Exceeding $100,000 Require the Summary of "Furchase Exceeding 5100000 form®
Require the signature on form of the Senior Vice Chancelor/VF Admin & Finance Raymond Bartlett prior ta legal
4% Purchases Excaeding $300,000 e
Backup dorumentation Affilistion & inbar-Azarcy Azrssments, Contracts, TRC's, smything linked, stc
For al Amencements Amencment submissions must inclsde ariginal asresment and all preceding amendments

University of Houston

Clear Lake
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Time Required —

of Houston
Clear Lake

Standard contract 20
Non-standard contract 25
Requiring Chancellor signature Add 7 days to above
Requiring Board approval 90

* Leases may require additional time, depending upon complexity




Questions
Discussion

UHGL
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