


Step 2 – Requester sends agreement or contract along with completed Contract or Agreement Review and 
Approval Form to appropriate President’s Cabinet member for review and approval as per process 
 
Step 3 – After review and approval by President’s Cabinet member, forward contract or agreement to either 
Finance & Administration, Human Resources or Primary Lead (provided on Practice Areas Grid) as per process 
 
Step 4 – Depending on contract or agreement, Finance & Administration or Human Resources will make 
determination about legal services 
 
Step 5 – After appropriate internal and external reviews, agreement or contract will be sent to the appropriate 
authorized signatory for execution 
 
Step 6 – Executed contract or agreement will be sent back to requester 
 


