JUSTIFICATION FOR UNTIMELY/NO CONTRACT SUBMITTAL

Documentation for Non-Compliance with University of Houston System Administrative Memorandum (01.D.07 – Contract Administration), UHD Policy Statement (05.A.06 - Contract Administration Policy), Board Policy 55.01 and/or applicable federal and state laws, regulations, agency advisory opinions and judicial and administrative determinations.  

	University of Houston System Administrative Memorandum - 01.D.07  Contract Administration

2..1. No person has the authority to bind the System or any of its component universities contractually, except in accordance with this SAM.  Any person who executes a contract on behalf of the University without authority to do so or otherwise in violation of this SAM may be personally liable for damages related to the contract.

2..2. Except as otherwise set forth in this SAM, all contracts must be reviewed and approved by Contract Administration prior to execution by the University.

2..3. All applicable administrative and legal reviews must be completed prior to execution of a contract and prior to commencement of any duties/actions by the parties pursuant to the contract. 

2..4. All contracts and documents must be executed by an individual(s) with appropriate delegated signature authority.
University of Houston-Downtown Policy Statement – 05.A.06  Contract Administration
4.6.1. Standard Form Agreements - Standard form agreements should be received by Contract Administration at least five (5) business days before the effective date/start date of the contract. 

4.6.2. Non-Standard Agreements - Non-standard agreements should be received by OGC at least twenty (20) business days prior to the effective date/start date of the contract.

4.6.3. Additional Processing Time - Certain specialized agreements and those requiring public bidding may require longer processing times.

	


	


Name of UHD Individual Responsible for Authorizing Services:         
Contractor:                   Invoice/Contract Value:        (Attach copy of invoice)
Was a Contract Prepared?     FORMCHECKBOX 
 No         FORMCHECKBOX 
 If Yes, also enter    Contract Number:         (Attach copy of contract)
Was the Contract Fully Executed Prior to Commencement of Services?      FORMCHECKBOX 
 No         FORMCHECKBOX 
 If Yes, also enter                         Effective Date of Contract:      ,  Date of Full Execution:        and                                                                                        Date Services Started/Goods were Delivered:      
The Office of the Vice President for Administration requires an explanation addressing the reason or reasons why a contract was not submitted in a timely manner for processing.  This form must be submitted in addition to, as applicable, an Emergency Justification Form and a Sole Source Justification Form.

Cause(s) for Delay/No Contract
     
Attachments:   FORMCHECKBOX 
Invoice,    FORMCHECKBOX 
Contract,    FORMCHECKBOX 
Emergency Justification,   FORMCHECKBOX 
Sole Source,     FORMCHECKBOX 
Other: If "Other" Plese Specify
	
	
	

	Signature of UHD Individual Responsible for Authorizing Services – Enter Name Here
	
	Date

	Signature of College/Dean/Division Administrator – Enter Name Here
	
	Date

	Extension/Phone Number        / Fax Number      
	
	

	Signature of UHD Contract Administration – Enter Name Here
	
	Date
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