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1. For the purposes of this policy, a “contract” is defined as an agreement (including a memorandum of understanding, letter of understanding, purchase order, agreement between student groups and outside entities, or clinical affiliation agreement) which purports to obligate Messiah College to perform some responsibility or to take some specific action. 

2.
All contracts shall be in writing and executed in the name of Messiah College.  Individual employees, schools, divisions, centers, and departments shall not enter into contracts except as specifically authorized.

3.
Except as otherwise specified by action of the Board of Trustees, only the  President, Provost, Vice President for Finance, Vice President for Operations, and Vice President for Advancement are authorized to execute agreements which legally obligate Messiah College.  The President, Provost, Vice President for Finance, Vice President for Operations, and Vice President for Advancement may delegate such authority by a writing specifying the type of agreement to which the delegation pertains and the financial limits imposed thereon.  A suggested graduated delegation model by authorized financial limit is as follows:



Level 1 may execute contracts up to $1,000



Level 2 may execute contracts up to $5,000



Level 3 may execute contracts up to $25,000



Level 4 may execute contracts up to $100,000

All contracts over the amount of $25,000 must be signed by both the appropriate Vice President or Provost and the person to whom s/he has delegated authority. Each Individual Vice President or Provost retains discretion to set a lower dual-signature financial limit.
4.
A contract requiring a financial expenditure of $ 100,000 or more, or obligating the College to performance over more than 3 years, shall be executed only upon the prior written approval of the President. 

5.
Exceptions to the $100,000 presidential approval requirement are as follows:


A.
Routine purchases of inventory for resale by the bookstore and dining services, or budgeted purchases of books, periodicals, and other media by the library;


B.
Institutional insurance premiums;


C.
Student financial aid (institutional and non-institutional);


D.
Monthly utility services;


E.
Tuition payments to Temple University and payments for students in study-abroad programs;


F.
Tax liabilities; and


G.
Employment contracts and employment-related agreements.

6.
Any contract containing a provision requiring the College to indemnify or hold harmless the opposite party shall require legal review and approval prior to execution.

7.
A proposed contract for any lease of equipment or real property (whether new, or replacement of current leased equipment), must be given to the Vice President for Finance for review a minimum of 10 days prior to the desired date of lease signing and equipment order or delivery. All final lease documents must be approved in writing by the Vice President for Finance prior to execution, and a copy of the executed lease will be retained in the Business Office.
8.
Any contract between Messiah College and a third party service provider which involves disclosure of customer nonpublic financial information as defined by the Gramm-Leach-Bliley Act shall incorporate standard protections requiring the third party to implement and maintain appropriate safeguards.
Notes:

A.  The following resolution granting express authority to the President to legally obligate the College was approved by the Board of Trustees on October 19, 2007:
RESOLVED, that the President is authorized to legally obligate Messiah College by the execution and delivery of contracts and other written instruments in the name and on behalf of the College.  Contracts in excess of $1,000,000 shall require the signature of both the President, and either the Provost or a Vice President.  Contracts in excess of $5,000,000 shall require the prior authorization of the Board of Trustees. Except as otherwise specified by action of the Board of Trustees, the President may delegate such authority by a written policy establishing conditions and limitations which are appropriate to the prudent management of College obligations.

B.
Several specific Board of Trustees resolutions designate College officers who are authorized to execute agreements which may be contractual in nature.  These resolutions relate to real estate transactions, trusts, planned giving instruments, depository and investment accounts, and securities transactions.  This administrative policy excludes these types of transactions.

C.
This policy supersedes the contract approval process approved by College Council on October 1, 2003. 

D.
This policy is effective November 1, 2007.
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