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P6Hx23-5.9031
PROCEDURE: CONTRACT SIGNATURE AUTHORITY
I. Applicability and Background Information

A. This Procedure applies to all employees of the College; all written contracts (and any contract amendment or renewal) obligating the College with regard to any transaction involving goods, supplies, equipment, services, programs, or real or personal property; and all grants (and any grant amendment or renewal). 
B. All contractual and transactional authority for the College resides with the College’s Board of Trustees (“Board”). By Rule 6Hx23-5.903, the Board delegated authority to the College President to approve and sign contracts of the College and to delegate contractual authority.

II. Definitions 

A. Contract: An agreement between two or more parties that creates an obligation to do or not do a particular thing. This includes memoranda of understanding, affiliation agreements, grants, and leases. This further includes amendments to or renewals of contracts. A contract may exist even though it does not require payment of money or other compensation.
B. Contract Signature Authority: The authority to approve and execute a contract or grant (with or without financial commitments) with external parties. A contract properly signed by a person with contract signature authority evidences the College’s binding commitment to the financial and other obligations of the contract.

C. Delegation: The transfer of authority from one person to another.
D. Execution: For purposes of this Procedure, execution means to sign or complete all formalities necessary to make a contract, grant, or other document effective, such as signing, stamping, or delivering the contract or other document.

E. Grant: A financial assistance support mechanism entered into between a third party and the College to provide money, property, or other direct assistance in lieu of money, or both, to the College to carry out an approved project or activity in support of a public purpose.

F. Signature: A mark or sign made by an individual on an instrument or document to signify knowledge, approval, acceptance, or obligation. A signature may be made (i) manually or by means of a device or machine, and (ii) by the use of any name, including a trade or assumed name, or by a word, mark, or symbol executed or adopted by a person with intent to authenticate a writing. For purposes of this Procedure, signature includes execution.

III. Contract Signature Procedure

A. Signature authority is required for an individual to sign any contract or grant on behalf of the College. No person may execute a contract, grant, or other written instrument obligating the College or any of its departments or units unless that person has been delegated signature authority as set forth in this Procedure (“contract signature authority”). A valid delegation of contract signature authority from the President or their designee provides individuals with the authority to execute contracts and grants with external entities on behalf of the College.
B. Individuals who enter into contracts or grants without such authority may be subject to disciplinary action up to and including termination. Such individuals may also be personally liable under the contract or grant.
C. Individuals must not assume contract signature authority unless such authority is documented as described in this Procedure. 

D. All authorized signatories are subject to all College Rules, Procedures, other regulations or policies that may pertain to the contract (e.g., sole-source requirements, requirements for lease agreements, etc.)

E. The department initiating the contract or grant is responsible for complying with the contract or grant’s terms, including being accountable for any deliverables or other requirements in the contract or grant.

IV. Delegation Responsibilities
A. The person to whom signature authority is delegated and who signs any contract or transaction that constitutes a commitment between the College and external entities has the responsibility to:
1. ensure funds are available and appropriate for the source of funds being used;
2. where applicable, obtain legal review and approval as required by College Procedure P6Hx23-5.903;
3. ensure that there is no real or apparent conflict of interest as defined by College Procedures or applicable laws on the part of any individual or organization involved in the contract or transaction, or, where there is a real or apparent conflict of interest, the issues have been resolved prior to entering into the contract or transaction;
4. confirm that all other required approvals have been obtained, including confirming that all supplemental reviews have been completed where applicable, such as Information Technology or Risk Management review; and
5. ensure the purpose of the contract complies with applicable laws and that the transaction or activity contemplated by the contract complies with applicable Board Rules and College Procedures, policies, and directives.

B. In the event of a brief absence, an individual with delegated authority to sign contracts may temporarily assign this authority to another qualified individual. This delegation must be documented and clearly communicated to relevant stakeholders. However, the ultimate responsibility for any actions taken under the delegated authority remains with the original delegating individual. The delegating party must ensure that the designee understands the scope and limitations of the authority granted and complies with all applicable policies and procedures. 
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