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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 —
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e Standard

* Uses a basic contract template developed by UH system,

with no variation

* The vendor makes no changes to the terms and conditions

e Non-Standard

* Uses a vendot’s contract template

* Ora UH template with changes to the terms and

conditions
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Standard Contract or
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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
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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

University
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Agreements. Cont’d

* Affiliation Agreement/ Credit & Non-Credit

*  Use for field practicum and internships

*  TFaaility License Agreement

*  Use for campus recreation special events
*  Can be zero-dollar

*  Has strong indemnification/hold harmless terms

* 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

I

University
of Houston
Clear Lake




-

Click Through (CT)

University
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Agreements

What is it?

A click through agreement is an online purchase, often for
software, where the buyer agrees to the vendor’s terms and
conditions by clicking a box or “signing” an online form.

How does UHCL Process it?

Click through agreements are contracts, so UH System legal
requires a buyer to prepare and sign a memo, acknowledging
that they read and understood the click-through agreement,
that it is a must-have agreement that must be accepted as-is,
and that they would like to proceed.

Please note that click-through agreements should only be used
for low-dollar or no-dollar contracts that in practice cannot be
negotiated with the vendor.




Revenue Agreements UHW

Ove Ir $ 50 k of Houston

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
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* 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.

* Or, the vendor uses their own template —
Procurement then legal review required.
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Amendments University
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* 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 3 _years.
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Bids - Summary

* Informal Bids - $15,001 - $25,000 — Not posted to ESBD

* Department recommends a vendor in writing

* Procurement will solicit 2 minimum of 3 informal bids
* Two must be “HUB” vendors

* Historically underutilized businesses

* Bids are not posted to Texas Electronic State Business Daily

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

* Department recommends a vendor in writing

* Procurement will solicit a 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 el
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* 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 the agreement before legal review.
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After Legal Review Univesiy
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MYRUOYED AS TO FOEM N

Office of the General Counsel l Y

Standard Purchasing Agreement / ""t pop———
OGC-S-2010-06 Revised 04292019 T 7T s T
Page 1 of 4 AVERSTY OF AOABTON SYSTEM

* Department steps

e Reviews documentation / obtain corrections if needed
* See slide 20 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 (pictured above)
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Risk Management el

Clear Lake

* Certificate of Insurance (COI)

* Required for any vendor providing services on campus.

e [imits must match contract or addendum insurance clauses

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

* Waiver 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



Summary for Purchases Exceeding $100,000
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* Use this form with any service or good purchase that
exceeds $100,000 that will be reviewed by OGC.

UNIVERSITY o HOUSTOM 5YSTEM
Summary for Purchases Exceeding 5100,000

UHCL UHD UHV

Requisition ¥; ___ Depastment Mame:

Diescribe commodition or services o be purchased, the proposed use, benefits to the University,
procursment method, and other pertinent information. {Use n separate page if additional space is nesded)

1. Estimased purchase or contract smount inchuding all possible cxsensions: §

1. Cost Conter _
Sclocted Vendor Name:_____
Purchases by Athletios Department >$100,000 ANDVOR Other Purchases >$300,000
Purchases $1,000,000 or grester

TS

Sequential Review and Approvabs:

Purchaning Directar or Designee Signamre Duxx
DennDiroctor Cullege Division Administrator Signatare Date
Reapansible Vice President Signatare Date

Nove. For all Athletics Department purchases thai xceed $100,000 and for ail other purchases tha excoed
300,000, the appraval of the Executive Fice ChanceilorVice President for iom and Finance 11 required
unless already signed as Responsible Vice President.

Semior Vice ChancellorVice President for Adminissration & Finnce | Signarure Dute

if the purchase exceeds 31,000,000, the approval of the Board of Regents i required, in which case the signanire of
the Chamcellor will indicate the Board s approval,

Board of Regents Approval Dute:

Please attach the original purchase requisition, supporting contract (if und Board
approval certification (if applicable).

Effective: 09/01/2022
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Information Security Hosted
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Services Contract Checklist

This form 1s an assessment of information security items to be
completed for contracts that include hosting of University
information on non-UHS servers.

* 'This includes information specific to individual persons.

* 'This sheet should be submitted along with the proposed
contract to the procurement department.

* After assessment by UHS Information Security, this

completed checklist will be included in the packet submitted to
the Office of Contracts Administration (OCA)




Message from Associate Vice Ungﬂy

Chancellor of Legal Affairs of Houston

Clear Lake

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

It 1s the responsibility of the department
to read the terms of the contract for
accuracy.
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* Checklist

* Sample Coversheet

* Tip sheet

* Time Required

* Delegation of Authority

* Information Security Hosted Services Contract
Checklist




Checklist

d Determine the type of contract / agreement
a spA L scA [ MoOuU [ Affiliation [ Articulation [ vendor provided
3 Isamount >50K U 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

d 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)
* Contract / Agreement
e COlI (if applicable)
* Additional Documentation (terms & conditions, policies, UHCI.
proposal/quote, etc.) HAWES




Feorm No. OHGFC-B-2006-14

Contract Coversheet and Approwval Form
Office of Contract Adminictraton
4303 University Drive, Focm 311 - Ezaidal W. Cullan Budlding
Heouaston, Taxas 77203-20238 - Fhone [3332) B42-7073

Geperal Information
‘Campus: . Chck Hore To Salect x| cobege;Division /Dept. Nama:
‘Contact Parson fTita: Telsphoms, Email
EBusiness Adminisiraor: Telephong Email
‘Contract whth: ‘Sontracior Contact Ferson:
Contractor Addrass:

City S Fip Coda
Contractor Fhome: Contractor Emadl:

‘Contract Dascripton:

Frovide a clear synopsis of the goods ! services /events fetc. that will result by enisrng into this agreamant

Contract Term: Start Data: End Dats:

Tomwml Amount of Contract: & If Amanded: OTiginal Amt 5 # Amanded Amt §

Source of Funds {if rrulTiple cosT CRMIRTS are being wtlized, plaacse attach a supplamantal pags listing the appropriate codes)
Expansa Cost Canter: Fund Dapt D Frog Froj Acct Amt £

Bevanue Cost Cantar: Fund, Dapt ID Frog Fro Acct At §

Difdal Authorired to Sign:

Identify, by nama and ttla, tha official authorized to sign the conmTmact on behald of the University of Houston
Systam pursuant to MAFPF, SARM, and BEoard Foliclas.

ceriBontions mritial the certifications balow [or put “NAT™ {f not gpoitcghls) ndicating complionce befores submitiing
the agreemant and reguired supporting documentation o the Offfce of Contract Administration.
Faspemsikdity [ koo primory respensidity for tha from inception o plation of the tr
Comgplats Contmc:  Tha end ol 4 kot nre imssrporated ky ir the cgr ircludiey achibics and cppandizes
Fockogs ors ncluded for rade oy Comtrast Adminizmetion
Dapt A Al comtrost decumants kovs basn rend ond the busines: crpsciz hovs besn ogresd o in thadir sotres by the orig
deparsmant and sy emplocess whe kors obligosiens under thiz o fiamm bins bear incheded descrihing

ke daportmant’s concerns with the buasiness ocpects thes thay do net ogres itk

Clemtrcring Farty 'l.'.h.-n.n.m.uit‘h. :u:mg Mu:mduhumumyddmmsy:mum componant Inrtitutioee [5.g.,
iy of an, iz of nrd iz mgs o degeg P

Frouzaman: Tha propes procursmast machod hos besn uzsd providicg the best vobas to UH. The Recommendotion for Awerd Form is
raguaisd for oll comtract: FegErdiess of the seures of fumds.

Stomdord Form of  Fo UH stondord ogresmant iz being ussd. [ cassify that no changes have beas mads, imchads dditioral 1

Agresmast or cddende. If chorges hove beae mode, [ hove indicoted thess portions of the ogreament in ths ottachsd maemarandums.
Feisle 1 st AL ok o tha i provizion MUST EE opproved by Rislk prier to submission
Appeerral

DruDH.: RUSH Justifionts NEEDED EY:

HOTE: I tha conmtract is valuaed at §1 millicn o mors |TEWEOLe o eXpencsa), or ctherwise requirss Board of Regents approval, then tha
contract packat must include Board of REegants approval. The UH Offcs of the Controllar will reguest a_ Certificate of Interested Partes
fore to be filled out onling by e COOITACIOr Oof vandor and potify tha departmant when Signatiras can be obtained cn the contract.

I hava z“.n:l.th.ls ContTact n.'n.'l:.'mly :I am su.l:s.ﬂ-m:l 'wl.r.h. its :In:.cnpn-un u:l' r.h.ngn-uds and servicas o be pu'n'v:l.d.-nd.tu ﬂi.-n Umvnmr_f finchuding,
for sxamplis, warrantas, dalivery tarms, acceptance pariod, and maintenancs terms]. I am also satisficd with the rln;.n:npl:mn of tha
University’s obligatons (inchuding, for ecoampla, scops of work, paymant dus dates. late charges. tames. charges. inouranca, and
-:nu:nﬁ.:lmhﬂhrj' meguirsments] and al other provisions of thiz contract. A memorandam [ ] is. I:l:: not, (select ocne) attachsd. I

ack ity to that all good faith efforts are employed in seeing that all terms, conditions and
mmbﬂmun[ﬂ::cmmm:t

Hame fTitls: Signature: Date:
|oTiginator of contract who cartifies that thae rejuiremments isted abore have been meat)

Hama fTitle: Signature: Date:
|ofEcial with dalagated authority to enter into contracts on behalf of the University)

Note: Medificatior qf this Form reguires approsal of OGC
Cffice of tha Chanecal Coonsal
e a Srtandurd Form &pperoved

OG-8 2008- 14 Barised 01282018 ;""'5':' e o
" 1af 1 remtal Covmnmel




ONTRACT PROCE

Contract Document Flow

STEP 1

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

STEP2

Legal- Legal reviews contract, signs

STEP3

STEP 4

Procurzment - Obtains copy of fully executed controct

STEPS

v
¥
¥ Department - Signs/executes contact
L
¥

Legal - Receives final executed copy from procurement

GET/ D0 THIS

CHECK FOR THESE

- " mQ

= Viendor zat up in Payment Warks with Vendar [D?
% [f yes, proceed

*** If mot, send Payment Works INVITE to vendor
**= I unsure contact AccountsPayable@UHCL edu for assistance
Oirtzin curnent guote,propossl:
I for poods
" If guote has TEC's
If =515k, show procurement miethod:
*** Sole

e gy
“e 15K to 25K
*** Above 525K
I for services 4. fill out SPA
¥*¥ s it 2 Speaker?
¥ s it 2 Performes?
[f far services, obtain COI or waiver of COI

(Quate st be curnent (not older than 30 days)
[Check for terms & conditions (TECs)
Send Stancand Contract Addendum (SCA] to vendor to sign

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

Informal bid, contact procurement
[Formal bid, contact procurement
Seandard Purchasing Aereement [SPA]

Lise 5 pmakier &grmmmnn g farrs ubel echsfabesa, .
L Pt A, L el athvu-cfimp

conlacts

[Certificate OF Inzurance requirements are on SPA

m3 oA 03w

Secondary departmental approval needed?
Focount code comen?
Catezory code comect?
Requisition cetsis present?
*** Term dates
*** Vendor information
*** Department contact
#** Delivery information
= backup documentation attached?
| for goods, shipping & handiing, freight shown?
Gets risk marsgement aparoval

[Brard guide. OIT, OSP. FMIC
[Check acoount list for fund code restrictions
[Check commaodity code kst

For contracts, licenses, subseripions, etc.
Contact name, phone and email

Contact name, phone and email

[Contact person

(Quote, SCA or SPA, COI, Procurement Mehod, Information Security Chedkist
Shaw shipping on a sanarate line i using laceer 1 funds

If agreements, contracts have insurance language:

w T

== O mr

(Office of the General Counsel [Contract Administration
Re=wizws and Locks for the following:
OCA Coversheet

** f contract $550k

*** if contract »5100k for construction

*** Vendor will not sign 5CA or SPA
OCA Coversheet must have

*** Contact information

*** Description of work

=52 Amgurt/seope of work

*** Cost center

*** Begin & end date

*** Initialz under certfication lines

#** Chedk yes or ne for RUSH

**® futhorizied signatures
Miust provide Procurement Method
Backup documentation

[Procunement must submit to OGC for neview

Scde Scurce, Emergency Justificstion, COOP, Bid [i¥ apalicable)
[MIOU, Affiliation & Inter-Agency Agresments, Contracts, TRC's, st

niversity of Houston

- Gmruirme Aew intaneihle sserisnes

Clear Lake
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Time Re quire d University

of Houston
Clear Lake

Standard contract 13
Non-standard contract 18
Requiring Chancellor/Pres. signature Add 10 days to above
Requiring Board approval 90

* Leases may require additional time, depending upon complexity




President — Up to $300,000, Dr. Richard Walker
Academic — $25,000 to $300,000, Dr. Christopher Maynard, Sr. VP for Academic Affairs and Provost

Delegated by Christopher Maynard

Dr. Kathryn Matthew, Assoc. Vice President Academic Affairs — Up to $300,000

Delegated by Christopher Maynard

Dr. Timothy Richardson, Assoc. Vice President Student Success & Initiatives — Up to $25,000

Delegated by Christopher Maynard

Dr. Robert Phalen, Interim Dean, College of Science and Engineering — Up to $25,000

Delegated by Christopher Maynard

Dr. Miguel Gonzalez, Dean, College of Science and Engineering — Up to $25,000

Delegated by Christopher Maynard

Dr. Joan Pedro, Dean, Dean College of Education — Up to $25,000

Delegated by Christopher Maynard

Dr. Glenn Sanford, Dean, Human Sciences and Humanities — Up to $25,000

Delegated by Christopher Maynard

Dr. Ed Waller, Dean, College of Business — Up to $25,0000

Delegated by Christopher Maynard

Dr. LeeBrian Gaskins, Sr. Assoc. Vice President of OIT/CIO — OIT Contracts Up to $50,000
Admin. & Finance — Up to $300,000, Mark A. Denney, VP, Admin. and Finance

Delegated by Mark Denney, Dr. Sherry Hawn, Associate VP, Business Operations — Up to $300,000

University Advancement — Up to $300,000, Joe Staley, VP, University Advancement

Delegated by Joe Staley

Elbby Antony, Executive Director University Advancement - Up to $100,000

Delegated by Jose Staley

Daniel Ramirez, Asst. Vice President Marketing & Communications — Up to $100,000
Strategic Enrollment Mgmt. — Up to $300,000, Dr. Matt Aschenbrener, VP Strategic Enrollment Mgmt
Student Affairs — Up to $300,000, Dr. Tina Powellson, VP, Student Affairs

Delegated by Tina Powellson

David Rachita, Dean of Students - Up to $100,000

Delegated by Tina Powellson

Dr. Andrew Wiemer, Asst. Vice President Student Engagement — Up to $100,000
Strategic Partnerships —Affiliation Agreements, Dr. Natalie Pecknold, Executive Dir. of Strategic Partnerships
Construction and Facilities — Up to $100,000, Bubba Jones, Interim Associate VP for FMC
Purchasing — Up to $100,000, Debra Carpenter, Executive Dir. Auxiliary Services & Procure
Purchasing - Up to $100,000, Kimberly August , Procurement Specialist ||
Purchasing up to $100,000, Lidia Quiroga, Assoc. Director Procurement & Contract Administration
Above $300,000 - Below $500,000, Raymond S. Bartlett, UH Senior Vice Chancellor/VP for Admin. & Finance
$500,000 — Below $1,000,000, Dr. Renu Khator, UHS Chancellor & UH President

Delegation of
Authority List
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Thits assessment of information security ibems is ko be completed for contracts that include hosting of university infarmation an non-
UHS servers. This sheet should be submithed along with the proposed contract to UHS Information Security at the campus address -
security@® (*ub edu, ubcl.edy, ukd.edu, ubvosdu). After assessment by UHS enfarmation Security, this completed checklist will be
returned ta the requesting departmsent 1o be included in the packet submitted to the Office of Contracts Administration (OCa).

General Contract Information - to be completed by requesting department

Department:

Cantact Persan: Tite:

Campus Mail Code: Telephone: Email;

Business Ad ir: Title:

Campus Mail Code: Teleph Email;

Summary of Contract Terms

Contract with:

Federal Tax ID: Contractor Contact Person:
Contractor Address:

Contractor Phione: Contractor Email
Contract Description:

Prowidie o cleor Syniogis of Tt oo ens s venalseer. that will seauit by ennening into this sgrevaent

Brief description of the UHS information to be stored at the hosted services sée * Reoured®:

Cantract Term: Start, Erd

Total Amount of Contract: %

Does the UHES data to be hosted include Level 1 data as defined in SAM 075,087
'\"Hanl:l Cammernis:
Do the UHS data to be hosted include information specific to individual personis?
VHDNDD Cammenis:;

Texas state bw requires cloud computing services used by state agencies ane certified based on criteria provided by the TH-RAMP
jprogram |rate, the definitions in SAR 07,4 08 differ from the definitians in IE-RAMP). The requesting department should check
with the wendor regarding the certification criteria lsted betow.

The choud computing service listed abowe has the follawing certifications, as defined by TX-RAMP, StateRAMP or FedRAMP (Select
all that applyk
TH-RAMP; identify status: Level 1[ ] Level 2] Pravisicnal []
StateRAMP: Identify status: Ready| | Prowisional tharized [ ]
L] Fedrasap: identify status: Ready| | Prowisional[_| Authiorized [ ]
The clowd computing service listed above does not currently have amy required certifications according to TX-RAMP.
BTHE cloud computing service lsted above does mot reguire certfications according to TX-RAMP.

Assesirent of Information Security ltems - to be completed by UHS Information Security
Yes D NDD The cloud computing service i not TX-RAMP certifisd but meets the requirements for TE-RAMP Prowisional
Certification.

Ownership of L a — University of Houston retains ownership of all data and assocated intellectual property.
Yes|_Inio Comments:

Arcess to UHS Data —'Will anyone outside of hosted service emaloyees have access o UHS data?
ves[ Jmo[]  1fyes. what

Diffice of ihe Genenl Counscl

Cosiract Cherldmi for Information Secersty Hosted Sorvices
OGC-5- 1600 Revised 03009 1017
Pags | af 2




Questions

Discussion




