OFFICE OF CONTRACT ADMINISTRATION
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DON’T IGNORE IMPORTANT EMAIL REMINDERS FROM OCA

«The Office of Contract Administration sends notifications from TCM when important contract dates are upcoming.
These are notifications that the department or school responsible for the contract MUST take action.




“Contracts may turn out to be unenforceable if contract documents are
not properly executed, monitored, updated and renewed in a timely
manner.” email from HSC Office of the CFO dated 10/9/2018

THE DO’S AND DON’TS OF CONTRACT MANAGEMENT

«Involve Procurement Services early in the process if a proposed contract will involve an expenditure
«Continue open communication with the 2nd party to the contract even after a contract is in place

« Approve compliance with deliverables specified in contract

«Verify accuracy of invoices and approve payments

Verify all contract activities are completed by expiration date

«Initiate any renewal or extension of contract as needed

«Report any contract disputes to OCA and/or Procurement Services

«Verify all contract activities are completed by expiration date

«Perform contract closeout activities

mumee DON'T

«Instruct any party to the contract to start work before the contract is fully executed.

«Change the scope of the contract without doing so through the formal contract amendment process

«Direct any party to the contract to perform work that is not specifically described in and funded by the
contract

«Incur any additional costs over the limit set by the contract

«Sign a contract unless specifically authorized in writing by contract delegation memo from the
UNTHSC President

«Sign any 2nd party’s form that commits the university to anything
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