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Session Purpose

University
of Houston
Clear Lake

* This training will help you understand:

* The types of contracts we have,
* The contract process,
* Compliance requirements,

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

of Houston
Clear Lake

e Standard

* Uses a basic contract template developed by UH system,

with no variation

* The vendor makes no changes to the terms and conditions

*  Non-Standard

* Uses a vendor’s contract template

* Ora UH template with changes to the terms and

conditions
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Standard Contract or

University
of Houston
Clear Lake

Agreement - Examples
Contract/Agreement  |use

* Standard Purchasing Agreement  For any type of services [not goods]

* Performer Agreement For musicians, DJ’s, dancers

* Speaker Agreement For workshops, presentations or any

speaker event

* Professional Services Agreement For for any medical professionals

* Revenue Contract For anticipated revenue of S50k or
more
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Other Less Common el
Gear ke

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
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Other Less Common

Agreements. Cont’'d

* Affiliation Agreement

* Use for field practicum and internships

* 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.




Contract Threshold Tips

Dollar Amount
S0-S15k

Tip
No bid required

Over S15k

Specity procurement method:
* Sole source

* Bid Solicitations

* Cooperative Contracts

* Emergency Purchases

Over S50k
Not Construction

Needs OCA cover sheet

(Even if standard contract)

Legal review

Procurement manages document flow

Over S100k
Construction

Needs OCA cover sheet
Legal review
Procurement manages document flow

Tl
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Revenue Agreements >$50k Universty

Clear Lake

* Allow adequate review time !

* UHS Tax office 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.

* UHCL routes documents for approval by
tax and legal departments
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Non-Standard Contracts

* A non-standard contract happens when your
vendor has different terms and conditions
than our basic contract template contains.

e Fther use a Standard Contract Addendum
(SCA) to add their terms to ours —
Procurement then legal review required.

* Or, the vendor uses their own template —
Procurement then legal review required.
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Amendments University

of Houston
Clear Lake

* Any change to an existing contract requires the
following:

Attach the original contract.

Process it before the original contract expires.

Same approval level or higher as the original contract.

Legal review required; allow adequate time.

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

* Deaprtament recommends a vendor in writing

* Procurement obtains minimum of 3 informal bids
* Two must be “HUB” vendors
* Historically underutilized businesses

* Bids are not posted to Texas Electronic State Business Daily

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

* Department recommends a vendor in writing

* Procurement obtains minimum of 3 formal, written bids
* Two must be HUB vendors
* Bid posted to Texas Electronic State Business Daily for 14 days

* Emergency purchases — contact Procurement for details
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Legal Review s

Clear Lake

* When is it required?
* Any change in contract terms and conditions
* Exceeding threshold limits [see slide 8]

* Submit a complete packet !
* 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 requestis a rush
* Authorized Signatory
* Procurement Method (if applicable)
* All contract documentation (Agreement, T&C’s, COI, Etc.)

* Do NOT sign it before legal review.
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After Legal Review Universiy

Clear Lake

* Department steps

e Reviews documentation / obtain corrections if needed
* See slide 17 for review checklist

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:

Office of the General Counsel
Standard Purchasing Agreement
OGC-S-2010-06 Revised 04.29.2019
Page 1 of 4
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Risk Management s

Clear Lake

* Certificate of Insurance (COI)

* Required for any vendor providing services on campus.
e Limits must match contract or addendum insurance clauses

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

* Watver 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
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Message from Associate Vice e
Chancellor of Legal Affairs of Houston

Clear Lake

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

It is the responsibility of the department
to read the terms of the contract for
accuracy.
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e Checklist

* Sample Coversheet

* Tip sheet




Checklist

d Determine the type of contract / agreement
Q spA L scA O Mou [ Affiliation @ Articulation [ vendor provided
3 Isamount >50K I yes [ no, (if yes fill out OCA Coversheet to legal)
O Is the contract a service [ yes [ no, if yes need COI

O Is the contract >15K [ yes [ no, if yes, need Procurement Method
d Sole Source ] Emergency [ COOP [ Bid

0 Has UHCL contract been changed/redlined ] yes [ no, if yes need OCA

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

proposal/quote, etc.) HAWKS




Feom No. OHFC-3-2006-14

Contract Coversheet and Approval Form
Office of Contract Adminictraton
4202 University Drive, Roocm 11 = Ezaidal W. Cullan Building
Heouston, Taxas T7204-20238 - Fhone [333) B42-7073

Geperal Information
Campus: . CEck Huore Teo Salect x| coblage;Division /Dept. Nama:
Contact Parson /Titda: Telephong Email
EFusiness Admindctraior: Telsphons Ermail
Contract whth: Contractor Contact Persor:
Contractor Addrass:

oty S Tip Coda
Contractor Fhoma: Contractor Exmadl:

Contract Dascripbon:

Frovids a clear synopsis of the goods f services fevents feic. that will result by snisrnng inte this agresmant

Contract Tarm: Start Data: End Diata:,

Total Amount of Contract: & If Armmanded: OTiginal Amt § + Amanded Amt §

Somrce of Fumds {fif ralnple cost Cemters are being utlized, plaace attach a supplamantal pags listing the appropriste codas]
Expanse Cost Canter: Fund, Dapt D Fmog Froj Acct Amt &

Fevanus Cost Cantar: Fruamnd, Dapt IO Frog Fro Acct At &

ofidal Authorized to Sign:

Hdentify, by name and ttlka, tha official authorized to sign the conTact on behalf of the University of Houston
Systam pursuant to MAPP, SARM, and Eoard Folictas.

Certifcstjons Imitial the certifications below [or put “NA™ {f not gppiicablyl indicating complionoe before submitting
the cgreemant and reguired supporting documentation to the Office of Contract Administration.
Faspemsikdine [ koo primory respemsikdlity for the from incaption ta platior of the
Complats Comtac: Tha erd ol d theot ora imoorporoted kv ir the g ircludicy schibizs and cppandices
Foclogs orw included Sor ravies by Controst Admindsmetion
Diapt Accap ln-:nl:h-nct-imkaﬂ'b-:mﬂmdﬁ.hummhnnhmnw:nmh-m.qh&-mm
daporrmant nnd any amplovess whe koes cbligoticns undsr thiz duam hoc b inc
tha daportmant’s = it tha ks wmmqum-?-mu-_
Cemtmcting Porty 'l'.l:.n.nm.nEﬂ:.-:m—.ﬁ-nc:mgpm.—t—_ru-.-hzb-d.ud:-Umn:d.;rd:lmhuElg—ﬂ-_m—tznq-mmththxug..
o of H o, Uni o ok Hi - % oed i= pot o degar o
Frocusemarnt mwpmmmhmudmﬁ.m.mmmmﬂm-mﬁmfwmmmh

requisd for cll comtract: regErdiess of the soures of fumds.

Stomdord Form of B o UH stondord ogresmant iz being used. [ cessify thas na changes hors beas mads, imchads dditioral 1

Agresamant or addenda If chonges hove bess modas, [ hove indizcoted thoss portions of the ogresment in the ottoched memorandus,
Fisk Monogemant All chonges to the i provizion MUET EE opproved by Rislk A prier to sulbmizsicn
Approrol

I:l DHam' ifiznes SEEDEDEBY-

HOTE: o tha contract is valued at £1 millicn or mors |(Tevenile oT axpansa), or octherwise requites Board of Regents approval, than the
contract packat must include Bcard of Regants approval. The UH Offce of the Controllar will request a_Certificates of Interusted Parties
forme to be flled cut onling by the coniracior of vendor and notify the departmant when signataras can be obtained on the contract.

I have rasd thic contract n:n‘tu'nly I am.su.h:.ﬂ-m:l with its ﬂﬂ:mp:l.ﬂn -cli' r.h.ng:n-crds and sarvicas o ba pcrl:rv:l.ﬂ.-n-d. o e Umvnr:.'ll.}' inchuding,
for axampls, warranitss, dslivery terms, ACCAPIAnCE paricd, and maintanancs tarms). [ am aloo satsfied with the descropton of tha
Universitys obligatons jincluding, for axampla, scope of work, payman: dus dates, late charges. tamas, charges. - amd
cnu:ﬁ.:lmtal'lrj' rnq_\.u:umn15| and all other provisions of this conmract. A mn.mmn.nu.ml:l iz, [ ]i= mot, (sslect one) attached. I

ack ibility to that all good faith efforts are employed in seeing that all terms, conditions and
mmhﬂ.ﬂ:unl'ﬂ::mtnﬂtmm:t

Hame f Titla: Signature: Dimte:
|originater of contract who cartifies mat tha requirsmants listed above have been met)

Hama fTitle: Signature: Date:
|ofcial with dalagated authority to enter ot contracts on behalf of the University]

Note: Moedificatior qf this Form reguires approcal of OGC

f’ "":_3' ternecml Umansel Eandmed Form & prn e
OB N L el 01 . 28 0018 ;ung i o

Pogm 1 of 1 nel Counsel




ONTRACT PROCES:

Contract Document Flow

STEP 1

Vendor - Dept works with vendor/doesn't sign pet

STEP2

Legal- Legal reviews contract, signs

STEP 3

STEP 4

Procurement - Obtains copy of fully executed controct

STEPS

¥
¥
¥ Department - Signs/executes contact
L
¥

Legal - Receives final executed copy from procurement

GET/DO THIS

CHECK FOR THESE

- =" mQ

= Viendor zat upin Payment Works with Vendar [D?

*** If yes, proceed
*** If not, send Payment Wrks INVITE to vendor
**% f unsure contact AccountsPayable®UHCL edu for assistance
Ot 2in current guote, propossl:
**E |f for poods
*** If guote has TEC's
If 515k, show procurement mathod:
e Sole
"t Emergency
" Corap
g
waw SI5K to 25K
5% Ahae 5258
If for services 4. fill out SPA
#3* |z it 2 Speaker?
*** Iz it = Performer?

(Quate must e current (not older than 30 days)
[Chesck for termns & conditions [T&C's)
Sent Stancard Contract Addendum (SCA| to vendor to sign

Must be a justifiable sole source
Suibmit ER acquisition form & notify DBA & Procurement
Enter cooa information an the requisition

Infarmal bid, contact procurement
[Formial bid, contact procurement
Seandard Purchasing Asreement |SPA]

Liie 5 prabier Agrmmrmeent BETps e, vl b fabbesa, e
s P funirres & t el athve-oMia

comacrs

Certificate OF Insurance nequirements are on SPA

m3I 5027

thrsqvi:s, obtzin OO or waiver of COI

Secondary departments| approval needed?
[Acoount code comen?
Category code comect?
Requisition detzds present?
**= Term dates
*** VWendor information
*** Department contact
**% Delivery information
| backup documentztion attached?
If fior goods. shipping & handling. freight shown?®

Gets risk management approval

Brand guide, OIT, OSP. FMC
(Check acoount list for fund code restrictions
[Check commeodity code kst

[For contracts, licenses, subscripions, etc.

Contact name, phone and email

Contact name, phone and email

[Comtact person

(Quote, SCA or SPA, COI, Procurement Mehod, Information Security Checklist
Show shipping on 3 separate line i using lecger 1 funds

If agreements) contracts hawe insurance language

w I

= =0 mr

Oiffice of the General Counsal (Contract Administration
Reviews and Looks for the following:
OCA Covershest

**= If contract =550k

*** If contract »5100k for construction

*** Vendor will rot sign 5CA or 5PA
OCA Covershest must have

*** Contact information

*** Description of work

*** Amourt/scope of wark

*** Cost center

*** Begin & end cabe

#%% Initials under certification fines

#*% Check yes or no for RUSH

% futhorizied signatures
Ivhust provide Procunement Method
Backup documentation

[Procunement must submit to/ OGC for review

Scée Source, Emergency lustificasion, COOP, Bid [if applicable)
MAOL, &Ffiliation & Insar-Agancy Agresmentz, Cortracts, TRCS, ssc..

niversity of Houston

« Sarvirae  Arw inearsihle samerisnes

Clear Lake




Questions
Discussion

UHGL
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