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Reason for Procedure 
 
The reason for the procedure is to establish signature authority and the delegation of signature 
authority with respect to contracts and agreements between the College and third parties. The College 
must ensure that it complies with federal, state and local requirements in obtaining legally binding 
signatures for all contracts and agreements 

The Procedure 
 
This procedure outlines the scope of contract signature authority delegated by the President to various 
College cabinet members and budget officers in order to aid in administration of the College.   

The President may delegate the authority to sign contracts related to conducting normal business 
operations of the College. Documents signed by the delegated person shall have the same force and 
effect as if the President signed the documents. Delegation of authority may be revoked at the 
discretion of the Board of Trustees. 

College faculty members or employees are not authorized to bind the College, or any department of the 
College, under the terms of a contract unless the power to execute contracts is delegated by the 
President or otherwise as outlined below. 

Unlimited Authority: 

The President and Vice President/CFO shall have the authority to sign all contracts, regardless of the 
contract amount, term and subject matter.  

Limited Authority: 

Cabinet members shall have the authority to sign contracts up to an amount of $50,000 pertaining to 
subject matters within their scope of employment. Any contract proposed by such Cabinet members 
not falling within contract subject matter should be signed by authorized representative for that 



 
 

subject matter.  

Further Delegation of Authority: 

Further delegation of signature authority is given to budget officers for contracts with a contract 
amount up to $25,000 and that fall within that budget officer’s subject matter. Any contract proposed 
by such budget officer not falling within contract subject matter should be signed by authorized 
representative for that subject matter.  

Grants Exception: 

Grants should be signed by the authorized representative identified by the Granting Agency. 

Internal Oversight: 

Any employee of the College who executes any contract is responsible and accountable for ensuring 
that: 
 
• He/she has signature authority pursuant to this procedure or any further delegation made pursuant 

to this procedure; 
 

• All required review and approval of the terms of any particular contract has been obtained before 
any commitment is made; 

 
• Where appropriate, the transaction, proposal or agreement includes the appropriate standard 

provisions recommended by legal counsel; 
 

• Funds for the transaction have been allocated or are otherwise available within regularly approved 
budgets, or restricted or designated accounts; 

 
• There is no real or apparent conflict of interest on the part of the approving individual or any other 

individual or organization involved in the transaction, or, where a real or apparent conflict of 
interest does exist, the issues have been resolved prior to entering into the transaction or contract; 

 
• All applicable College requirements concerning competitive bidding have been satisfied; and 

 
• When a contract retains service providers or consultants as independent contractors, the 

independent contractor has been reviewed and approved by Human Resources. 

 
References 
 

Employee Code of Conduct (conflict of interest reference) 
Contract Management  

Definitions 
 

 



 
 

Term Definition 

Contract An agreement or other business relationship between Kirkwood and one or more 
parties, which legally or financially binds or obligates the College. The College may 
enter into a contract with an individual person, a business, an organization, a 
government agency, a College or University, or any other legal entity.  Contracts also 
include pre-contractual agreements, which are written agreements not intended to be 
legally binding which may include letters of intent, memorandums of understanding 
(MOU), or other similar documents. For the purpose of this procedure, contracts shall 
also include renewals or modifications of existing contracts, certifications, filings and 
other instruments executed and delivered in connection with a contract or in 
connection with any legal or regulatory requirements.  

Contract 

Amount 

Contract amount is determined by projecting the expenditures or revenues of the 
College anticipated under a contract over the entire contract term, as defined below. 

Contract Term The duration of the essential obligations of the College under a contract, excluding 
any provisions that may survive the termination, such as confidentiality or indemnity 
obligations. All extension or renewal periods provided for in a contract shall be 
included in the contract term for purposes of this procedure in all instances where 
such extensions or renewals are automatic, or require notice of non-renewal by 
either party to be avoided. 

Contract 

Subject Matter 

Contract subject matter shall be determined with reference to the College 
department that will benefit from such goods, services or other agreement and/or 
that owns and generates the contract.   

Authorized 

Representative 

Authorized representative shall be the President, Vice President/CFO, Cabinet 
member or budget officer.  
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