DOCUMENT APPROVAL FORM

MIDDLE TENNESSEE STATE UNIVERSITY

INSTRUCTIONS

Attach this form to any contract requiring the signature of the President or the Senior Vice President.  Check all items listed below that apply then route for appropriate approvals BEFORE sending to the Contract Office for review. 

The following items apply to the attached contract between Middle Tennessee State University and_____________for the purpose of ______________ (please check all that apply and fill in required information):


  1.  The contract/grant requires the expenditure of funds from account no. __________ in the amount of $_______________. 


  2.  Funds are being received from the contract/grant in the amount of _________ per month.


  3.  No funds are involved in the execution of the contract.


  4.  This is a dual service agreement and request for a restricted account number.


  5.  This is a grant proposal.  The University will be responsible for the matching funds of $_______________ and are available in account no. __________.


  6.  Contracts with non-US citizens or their agents - Appropriate questionnaires and forms have been completed and signed.  (Forms can be obtained from Accounting Services, ext. 5703).


  7.  Other _______________________________________________________________

Please specify the individual in your department (Contract Monitor) responsible for ensuring receipt of goods/services contracted for under this agreement: ______________________________
Frequency of monitoring (monthly, quarterly, semi-annually, annually, or as applicable):

__________________________
Prior to final execution of this contract, please indicate your concurrence or non-concurrence

and forward to the next listed official:

Contract Originator



Remarks






Date

Department Head




Remarks






Date

Dean/Director




Remarks






Date

Vice President




Remarks






Date

After all signatures have been obtained, forward to the Contract Review Manager, 

Contract Office, Room 119 Cope Administration Building.

