CONTRACT/MOU/GRANT
APPROVAL FLOW CHART

Submit contract to Legal Review for
approval of modified District
Contract or Vendor's Contract form.

STANDARD CONTRACTS

Send request to:
legalreview@sjeccd.edu

Vendor has requested
changes to the terms of
the District contract or
proposed using the
vendor contract form.

Gistrict Contracts can be signed by the appropiate District \
signer. Refer to Puchasing Approval Matrix to determine
District signature authority.

Modified District Contracts or Vendor Contracts must be
signed by Legal Review and VCAS only.

Services may not be rendered until requisition approval and

Qrocessing of Purchase Order by Purchasing. /

MOU or GRANT

~

Initiator submits MOU or Grant for
Board approval via BoardDocs as a
stand alone Agenda item.

Submit MOU or Grant to Legal
Review for review and approval.

Upon approval of MOU or Grant,
send to Legal Review for signature
and then to counter-party for
signature.

- )

Send request to:
legalreview@sjeccd.edu

N
MOU or GRANT CANCELLATION Submit cancellation with orllgmal Initiator submits Fancellatlon for
MOU or Grant to Legal Review for Board approval via BoardDocs as a
approval and signature. stand alone Agenda item.
J

&

SAN JOSE - EVERGREEN
Community College District

Un-Approved contract returned to
requestor with counter revisions
from District. Requestor to work
with vendor to come to an
agreement or seek exemption
from VCAS.

After Board approval, initiator
obtains signature from College
President and VCAS and sends fully
executed agreement to counter-

party.

Jul-23


https://www.sjeccd.edu/AdministrativeServices/Documents/Purchasing%20Approval%20Matrix%20CUPCCAA%202023.pdf
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