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P6Hx23-5.903
PROCEDURE: CONTRACT ADMINISTRATION
I.
The General Counsel’s Office is responsible for the review and approval as to form and content of all written contracts to which the College is or will be a party, with the exception of the following:

A.
Employment contracts (handled by Human Resources);

B.
Contracts for the rental of College facilities using the form approved by President's Cabinet. (handled by site representatives designated by the President, usually the site administrator); 

C.
Purchase orders which may include additional terms and conditions when approved by the director of procurement and asset management or the general counsel; and

D.
Construction contracts, including guaranteed minimum price contracts, construction manager at risk contracts, architectural/engineering contracts or other such contracts, provided however, that the applicable requirements of Chapter 1013, Chapter 255 and Section 287.055, Florida Statutes, are complied with and the format of such contracts is approved by the general counsel.

II.   
A Request for Contract is not required for standard contracts that have been reviewed and authorized by the General Counsel’s Office.  The administration of such standard contracts shall be handled by campus/site administrators or the appropriate Cabinet member.

III.
Notwithstanding the above, whenever the College’s signature of approval is required and there is a need for a contract, the requesting person must forward a Request for Contract, along with any contract provided by the outside party, to the appropriate member of the President's Cabinet for processing.

IV.
Grants and restricted funding contracts shall also be processed according to paragraph II. above and are subject to the approval process identified in Rule 6Hx23-5.25 and Procedure P6Hx23-5.25.

The President or designee is authorized to execute amendments extending the time for performance of grant and restricted fund contracts (this does not pertain to personnel contracts) for up to 18 months.  If the time exceeds 18 months, the contract would return to the Board of Trustees for approval.

V.
A contract not exceeding the Category Five expenditure threshold as specified in Section 287.017, Florida Statutes, may be approved and signed by the President, or the President's designee, without prior Board approval.  An informational report of all contracts approved under this provision shall be made to the Board quarterly.

VI.
Alternatively, at the discretion of the President, a Request for Contract, associated with contracts identified in paragraph V. above may be:

A.
Considered by the President's Cabinet for approval; or

B.
Considered by the President in consultation with the Board Chair for approval; or

C.
Presented to the Board for approval.

VII.
Upon approval and contract execution, an encumbrance copy of the Request for Contract will be forwarded to Purchasing to generate a Purchase Order, if applicable.
VIII.
Contracts that exceed the Category Five expenditure threshold as specified by Section 287.017, Florida Statutes, require Board approval prior to the effective date of the contract and shall be submitted to the Board by the general counsel. Occasionally, time deadlines will require immediate signing and subsequent Board confirmation.  Such an exception to this procedure requires the approval of the President.  Such contracts require a memorandum to the Board justifying the necessity for the contract and following Board approval shall be submitted to the President for his signature.  The memorandum shall be prepared by the department requesting the contract and shall be submitted to the General Counsel’s Office for approval prior to Board packet review by President's Cabinet.
A.
Contracts arising out of the bidding process will be submitted to the Board and require a memorandum prepared by Purchasing when the contract will be in excess of the Category Five expenditure threshold as specified in Section 287.017, Florida Statutes.  

B.
Upon approval by the Board and execution of the contract an encumbrance copy of the Request for Contract will be forwarded to Purchasing to generate a Purchase Order, if applicable.

IX.
When a written contract is necessary, as identified in paragraph II., the contract must be reviewed and prepared by the general counsel and:

A.  
A Request for Contract must be completed by the budget supervisor and forwarded as provided herein.  

B.
If the bidding process determines the need for a written contract, the director of procurement and asset management will process a Request for Contract with the Requisition which triggered the bid process.

C.
Questions regarding contracts should be forwarded to the appropriate member of the President's Cabinet who may then consult the general counsel for advice.

X.
The general counsel shall be the custodian of contracts.

XI.
No employee is authorized to enter into a contract except in accordance with Board of Trustees' Rules.  Employees who fail to follow appropriate procedures may be responsible for any legal liabilities and responsibilities arising from entering into a contract.

XII.
A certain amount of time is required to process a contract.  Budget supervisors are responsible for determining their departmental needs for a contract, and for submitting a Request for Contract, in sufficient detail, as far in advance of the time the contract will need to be effective as possible.


For contracts not exceeding the Category Five expenditure threshold as specified in Section 287.017, Florida Statutes, at least 20 business days must be allowed from the time the approved Request for Contract reaches the General Counsel’s Office until the contract is issued.  This timeframe may be extended by the General Counsel’s Office as deemed necessary.


For contracts in excess of the Category Five expenditure threshold as specified in Section 287.017, Florida Statutes, which require Board approval, at least 15 business days after Board approval must be allowed before the contract is issued.  This timeframe may be extended by the General Counsel’s Office as deemed necessary.

History:
Amended 9/20/83, 1/31/84 (effective 2/1/84), 9/24/85 (effective 10/1/85), 12/10/85, 1/15/91.  Effective 1/22/91, 11/19/91.  Filed - 11/19/91.  Effective- 11/19/91; 4/21/92.  Filed - 4/21/92.  Effective - 4/21/92; 2/15/94.  Filed - 2/15/94.  Effective - 2/15/94; 4/19/94.  Filed - 4/19/94.  Effective - 4/19/94; Repealed 3/18/97.  See Rule 6Hx23-5.903.  Re Adopted—4/18/11.  Effective – 4/26/11.
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