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5 
OCA assigns a contract number, 
updates/maintains the contract 

database, checks for appropriate 
signatories on the Routing Slip and 

contract, reviews or creates the 
contract file, and submits the 

contracts to the Office of General 
Counsel (if not exempt from legal 

review). Proceed to step 6. 
 

If the contract IS exempt from legal 
review, proceed to step 8. 

6 
The Office of General Counsel will 

review the contract (and if 
applicable, ensure appropriate 

changes were made), electronically 
sign the UNTHSC Routing Slip and 
return the documents to OCA for 
further processing and routing. 

8 
If the contract is exempt from legal 
review, OCA routes the contract to 
the next signatory/department on 
the Routing Slip unless other routing 
requests/instructions are provided. 

7 
OCA will update the contract 

database and prepare the contracts 
for routing by attaching signature 
tabs and routing instructions. OCA 
then forwards the contracts and 

Routing Slip to the next 
signatory/department on the 

Routing Slip unless other routing 
requests/instructions are provided. 

9 
If the Contracting Organization has 
signed the contracts first, then the 

contract is executed once the 
UNTHSC signatories sign the 
contracts. Proceed to step 10. 

 
If the Contract Organization did not 

sign first, proceed to step 12. 

3 
If the contract is a renewal and/or 

exempt from legal review, the 
Contract Liaison or department 

Contact Person prepares at least 
two (2) hardcopy originals of the 

contract for signature, generates the 
appropriate UNTHSC Routing Slip 
and obtains necessary department 
approvals. ** The Chair/Director 

and Contract Liaison signatures are 
REQUIRED on the Routing Slip.  ** 

Additional contract 
reviewers/approvers may include 
BSC Purchasing, the appropriate 

Dean, ITS, or Facilities and 
Construction, depending upon the 

nature of the contract. 

4 
The Contract Liaison or department 
Contact Person submits the original 
Routing Slip and original hardcopy 
contracts to OCA for processing.   

 
** Purchasing contracts have a 

different submittal process. See the 
UNTHSC Purchasing Contract Review 
and Routing Process handout online. 

2 
If the contract is a NEW contract that 
is not exempt from legal review, the 
Contract Liaison should electronically 
submit the contract to the Office of 

Contract Administration (OCA). OCA 
will submit the contract to the Office 
of General Counsel for legal review. 

The Office of General Counsel 
reviews the contract as to legal form 

and provides comments to the 
Contract Liaison, if necessary. The 

Contract Liaison works with the 
Office of General Counsel, and the 
Contracting Organization to finalize 

contract language. Once the 
contract language is finalized, 

proceed to step 3. 

10 
If executed contracts are returned to 
OCA first, OCA keeps one original 
contract and the original Routing 
Slip for the UNTHSC contract file. 

OCA also scans the executed 
contract and Routing Slip and sends 
the remaining executed contract(s) to 
the Contract Liaison via campus mail. 

12 
If the contract is NOT fully executed, 
the Contract Liaison or department 

Contact Person mails originals of the 
contract to the Contracting 

Organization for signature and 
requests that they return one 
executed original to UNTHSC.  
(Routing slips are for internal 

purposes only.  Do not forward 
routing slips to the Contracting 

Organization.) 

11 
The Contract Liaison mails one (1) 

executed original of the contract to 
the Contracting Organization for 

their records (w/o the Routing Slip) 
(Routing slips are for internal 

purposes only.) 

13 
The Contract Liaison sends one (1) 
executed, original contract to OCA 
for the UNTHSC contract file. 

14 
The Contract Liaison and the 

initiating department monitor the 
contract to ensure compliance by 

UNTHSC and the Contracting 
Organization. 

Questions? 
 

UNTHSC Office of Contract 
Administration, x 2945 
 
UNT System Office of General 
Counsel, (940) 565-2717 
 
UNT System BSC Purchasing, (855) 
868-4357 toll free 

Contracts route for signatures until 
fully executed. Once the contract(s) 
is/are executed proceed to step 9. 

1 
The initiating department submits the 
contract to the appropriate Contract 
Liaison for review and processing.  

The Contract Liaison should read the 
contract thoroughly before 

submitting/routing it for signatures. 


