
Contract Creation & Review

First: Contract 
Administration 

Leadership approves

Contract Team 
reviews the 

documentation and 
works with other 
stakeholders (IT, 
Marketing, and 
Dept) to ensure 

contract adheres to 
TCU policies

Second: Business 
Officer of the 
department 

approves

Supplier signs the 
contract, then 

Authorized 
Signatory signs the 

Contract

Contract Approval & SignatureContract Request & 
Request Approval

Dept submits 
Contract Request

Contract Team 
approves Contract 

Request

Contract Manager 
creates the actual 

Contract  

Contract Team 
submits Contract for 

approval

Ex. Contract Request Number: 8881343

Ex. Contract Number: TCU-001267-FY2023

REMEMBER: A contract REQUEST is not the same as 
the actual contract.


