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. POLICY STATEMENT

1. Each contract under consideration must have a contract approval cover sheet completed by the
faculty/staff person responsible for initiating the contract for Northern Kentucky University.

2. Contracts are to be routed according to the cover sheet to allow each dean/director and major
department head the opportunity for review and comment.

3. Each contract is to be reviewed by the Office for Legal Affairs.
4. Contracts may only be signed by an authorized agent of Northern Kentucky University.

a. The President of the University is recognized as the contracting office of the University.

b. No one at the University has the authority to sign contracts binding the University unless
they have a written delegation of authority from the President. Such delegation shall specify
the extent of the authority. A copy of this written delegation shall be filed with the Office for
Legal Affairs.

5. All original signed contracts shall be kept in the Office for Legal Affairs. Exceptions to this
requirement will be made on a case determination, (for example, contracts associated with
Purchase orders).

II. ENTITIES AFFECTED

Faculty, Staff, and Students
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