UNIVERSITY OF BEDFORDSHIRE                                                        CONTRACT APPROVAL FORM 
To comply with the University's Financial Regulations, contracts may only be signed with companies or institutions once they have been approved by the University Solicitor and the Director of Finance. 
This form is to be used for all consultancy, collaboration and service contracts (for employment contracts please contact HR). Please complete the shaded sections, attach this form to the contract and pass it to your Dean or Senior Manager (i.e. your CMT member) for signature. The approval form and draft now go to the University Solicitor who will check its legality, terms, conditions and insurance implications. Following approval by the University Solicitor, the contract will be sent to the Director of Finance who will check its financial viability. The Legal Services Administrator will arrange for the contracts to be signed (see below*). Unless requested otherwise, the Legal Services Administrator will send the contract to the Third Party for their signature.
The original (if available) or a copy of the contract, signed by both the University and the Third Party,  
must be lodged with the Legal Office for safekeeping and possible future reference. 
Any amendments to the contract which are proposed after the draft has been approved by the University Solicitor must be checked by the Legal Office before the contract is signed or work commences.  
CONTRACT APPROVAL FORM
	The person responsible
for this contract is YOU
	Your name:                                                                          Telephone extn:  
Your Email address:     @beds.ac.uk                                                                                        

	Your Faculty or Department
	      

	The title of the contract or agreement is:
	

	The name or names of the

Other Parties are:
	

	Value of contract
(excluding VAT)
	                                    INCOME to / EXPENDITURE from UoB 
        delete as applicable

	The contract / agreement will operate from:
	START date:      END date:          
On expiry, is this contract likely to be extended? : y/n/tbc

	Deadline for return
(please be realistic)
	 
DATE:   

	Approved by Dean / Senior Manager (i.e. CMT member)  -  YES  /  NO
Comments (if any):  
Signature:                                                                                             Date:

	Approved by University Solicitor - YES  /  NO                                                     
Comments (if any): 
Signature:                                                                                             Date:

	Approved by Deputy Vice Chancellor (Resources) -  YES  /  NO                                                       
Comments (if any): 
Signature:                                                                                             Date:

	Approved by Academic Registrar  (in relation to HE Collaborations only)-  YES / NO
Comments (if any): 
 
 
 
Signature:                                                                                              Date:

	*the Legal Services Administrator will arrange for the following signatures on the contract paperwork;
CMT member, Associate Dean or Assistant Director of Finance for contracts of up to £50,000
DVC (Resources) contracts up to £200,000 limit:
DVC (Resources) and VC contracts up to £500,000 limit: 
VC/Governor (for which extra time will be needed) for deeds, agreements signed under seal and contracts over £500,000


· We will try to process your contract within two weeks of you submitting it along with the form signed by your senior manager; please allow for this time wherever possible and be aware that this target may not be achievable at certain times, particular over holiday periods and where we need governors’ approval. 
· To avoid needless and time consuming follow-ups, please inform the Legal Office if it is decided not to proceed with this contract.
· All UK Collaborations for the delivery of education services must be signed by the VC

· All non-UK Collaborations for the delivery of education services must be signed by the VC or the DVC (External Relations).
