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I. INTRODUCTION 

Contracts are an essential element of much of the business that takes place at the System and its Campuses. 
All contracts must comply with State of Texas requirements, and adhere to the requirements of the Regents 
Rules and the applicable policies of the System and Campuses. Key among these requirements is that all 
contracts must be: (a) in the name of the System or a Campus (not in the name of a department or an 
individual); (b) in writing; (c) reviewed for legal sufficiency by the OGC (unless otherwise exempt); and 
(d) signed by an individual with appropriate authority. In addition to requiring review by the OGC, contracts 
may also require review by the purchasing department and/or the sponsored research/grants office. This 
Contract Management Handbook will address each of the contract requirements and provide assistance with 
drafting or reviewing your contract, routing it, and administering it. 

II. WHAT IS A CONTRACT? 

A contract is any form of agreement between two or more parties who intend to be legally bound.  At a 
basic level, the terms of a contract state the parties' agreement, setting forth what the parties have agreed to 
exchange.  Goods or services will often be purchased for payment of money.  Educational institutions enter 
into a number of additional types of contracts, such as internship and affiliation agreements, in which money 
may not be paid but in which different institutions exchange obligations. 

Who is the proper party? Contracting parties may be an individual, business, organization, government 
agency, university, or any other legal entity.  The System is an agency of the State of Texas, and can enter 
into contracts, as can UNT, UNTHSC, and  0.48, (m)19.1 (11.3 (io)5 (n)10 Tw.489v0.228 0is)
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IV. 





http://bsc.untsystem.edu/sites/default/files/RequestForFormalSolicitation_0.pdf
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Some contracts require enhanced performance monitoring: 

Enhanced monitoring is an increased level of monitoring beyond the level normally used for contract 
administration.  The following contracts require enhanced performance monitoring: 

• Contracts for the purchase or license of IT and related services; 

• Construction contracts, including professional engineering services; 

• All contracts with a value over $1 million; 

• 
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Posting of contracts 

UNT System Procurement and Payment Services shall post all contracts for the purchase of goods or 
services from a private vendor on its website until expired or complete, except that contracts valued under 
$15,000 and paid with non-appropriated funds do not have to be posted. For contracts that must be posted, 
the full contract should be posted.  This includes purchase orders. Prior to posting, information that is 
confidential by law, information the Attorney General Open Records Division determines should be 
withheld, and social security numbers should be redacted.   
 

What contracts must be posted? 
• Each contract (including purchase orders) that UNT, UNTD, UNTHSC and UNTS enter 

into for the purchase of goods/services from a private vendor, along with: 
o If the contract was not competitively bid, the statutory or other authority allowing 

the purchase (e.g. Tex. Education Code 51.9335); or 
o If it was competitively bid, the RFP or other bidding document used. 

What contracts do not have to be posted? 
• Memoranda of understanding, interagency/interlocal contracts or contracts for which there 

is not a cost 
• Major contracts reported to the Legislative Budget Board 
• Contracts valued under $15,000 and paid for with non-appropriated funds 

What can be redacted? 
• Only information that must be redacted (see below) 

What must be redacted? 
• Information that is confidential under law; 

o For specific questions on whether a contract contains information that is 
confidential by law, please contact OGC. 

• Information that the Attorney General Open Record’s Division has determined is excepted 
from public disclosure under the Texas Public Information Act; and 

o For specific questions on whether a contract contains information that the AG’s 
office has determined is excepted from public disclosure, please contact OGC. 

• Social security numbers of individuals 
How long do contracts have to be posted? 

• Until the contract expires or is completed 

VII. LEGAL REVIEW OF CONTRACTS AND AGREEMENTS 

Regents Rule 03.900 sets the rules governing legal review of contracts and agreements.  All contracts must 
be approved as to form by OGC before execution, unless exempt.  Regents Rule 03.910 exempts certain 
contracts from individualized legal review, and is essentially in two parts: (1) an exemption from 
individualized legal review for approved form agreements; and (2) an exemption from legal review for 
contracts and agreements that meet the Criteria for Exemption.  Annual revision and publica.435 -1.141 .2 (e2 (s )p3 o)-1.7 ()6.9 ((o f)6.9 h)-1.7 (m)1.6 (1.9 (eem)1(h)2 (at)-2.6 ( m)3 (i)ng6gd44)2 (t)-2tion
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Preliminary Questions 
(Basic information you should know about your contract) 

 
Have you read the contract in its entirety and do you understand and agree with all of its terms 
and conditions?   

You must read the contract before you route it for approval.  You are in the best position to know whether 
the terms and conditions properly outline the arrangement you’re seeking to engage in. 

Will the System or Campus be able to comply with all the terms and conditions of the contract?  

If a contract term is confusing, irrelevant, inaccurate, or impossible, then it should be removed or revised.  
You can remove a term by striking through it or revise a term by inserting language and having the change 
initialed by all parties signing the contract.  You can also include new terms in an addendum to the 
contract, which should be signed by all parties to the contract, or you can rewrite the contract entirely.     

 
Is the contract complete?   

Does it include all relevant terms and conditions, including exhibits and schedules? 

Is the contract missing any pages?  Are all exhibits or attachments properly labeled and included with the 
contract, and have you reviewed all documents referenced in the contract?    Referenced documents 
become part of the contract, so they need to be reviewed in the same manner as the original contract.  If 
a term or condition is not explicitly stated in the written contract, then it is not binding on the other party.  
This is true even if the other party has discussed the term or condition with you and has agreed to it orally.  
So, if something is important, make sure that it is clearly stated in the contract.    

 
If the contract document is an addendum or amendment to another contract or if it is intended to 
replace a contract currently in effect, does the new document reference the previous contract and 
explain how it is to be impacted? 

If a new contract is intended to replace a previous contract in its entirety, then it should be clearly stated 
that the old contract is no longer binding.  If only some terms and conditions of the old contract are being 
replaced, but others will continue to be in effect, then this needs to be clearly explained in an addendum 
or amendment.  There should be no confusion as to how the terms and conditions of the old contract and 
those of the new addendum or amendment work together.   
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Approval and Routing 
(The general steps you need to take to get your contract approved and signed.  Be sure to follow the 
System Procurement Guide (see page 4) and your Campus’s contract routing and approval process) 

 Has appropriate notification been provided to, and approval obtained from, your department 
and all other relevant offices or departments?   

In addition to departmental approval, the appropriate research or grant office needs to approve any 
contract involving a research or a grant, and UNT System Procurement and Payment Services needs to 
approve any contract involving a purchase.  Approval must also be obtained from any other department 

  



Contract Management Handbook  Page 14 of 23 

General Information 
(These questions concern language that appears in most contracts) 

 Is the contract in the name of a System entity? 

Departments or other campus divisions cannot be listed as contracting parties; the System, UNT, 
UNTHSC, or UNTD enter into all contracts on behalf of their respective departments or campus 
divisions. 

 Are all references to the contracting parties accurate, complete, and consistent, including 
references in:   

(a) the first paragraph of the contract; (b) abbreviations or defined terms referring to the parties; and 
(c) the signature blocks? 

 Are all duties and obligations of the contracting parties clearly stated so anyone reading the 
contract would know: 

(a) what each party’s duties and obligations are; (b) how each party’s duties and obligations will be 
performed; and (c) when each party’s duties and obligations will be performed? 

 Does the contract clearly establish the place, time, and method of payment? 

Please see the Procurement Contracts section regarding payments made by the System or a Campus. 

 If the contract is not for a set dollar amount does the contract clearly and accurately state the 
method of calculating amounts that could be owed under the contract? 

 Does the contract clearly state: 

(a) the beginning or effective date; and (b) the ending or expiration date? 

 Can the contract be renewed or extended and, if so: 

(a) does it renew or extend automatically; (b) does one party have an option to renew; (c) does renewal 
or extension require mutual agreement; and (d) are you comfortable with how it can be renewed or 
extended? 

 Does the contract contain a penalty for early termination and, if so, have you deleted the penalty 
clause or determined that your department is willing to accept the cost of early termination? 
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 Does the contract contain a clause that limits the time within which the System or Campus could 
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Procurement Contract Terms 
(The following questions should be answered if your contract requires the expenditure of funds) 

 Is a written contract, separate from a purchase order, necessary? 
Please see page 2 for discussion on purchase orders versus formal contracts. 

 Does the contract include a clause that rejects the terms and conditions of any purchase order, 
and if so, have you ascertained that the vendor’s 
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IX. STATE CONTRACTING REQUIREMENTS 

The Contract Checklist and Standard Addendum are designed to assist the System and the Campuses with 
review of contracts and to ensure compliance with applicable state law requirements.  The following is a 
brief explanation of some of the critical issues the Standard Addendum and Checklist, if used properly, 
address.  Each of the items included in this list is incorporated into the Standard Addendum, which can be 
attached to a contract and signed by both parties in order to ensure compliance with federal and state 
requirements. 

A. Governing Law.  System and Campus contracts should always be governed by the laws of the 
State of Texas.  Texas law contains many provisions which protect the state and state institutions 
of higher education.  If another state's law governs the contract, these protections may not apply.  

B. Venue.  Venue refers to the geographic location of a lawsuit.  Parties to a contract often agree on 
venue for any disputes arising out of that contract.  However, venue mandated by statute may not 
be waived by contract.  Section 105.151 of the Texas Education Code provides mandatory venue 
for the System and the Campuses as follows:  (a) suit filed against the System or UNT shall be in 
Denton County; (b) suit filed against UNTHSC shall be in Tarrant County; and (c) suit filed against 
UNTD shall be in Dallas County.  Contracts should not contain venue provisions that modify the 
mandatory venue provisions described above.   

C. 
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• The Services shall be billed at the rate of $      per hour, not to exceed $      over the term of 
this Agreement.  Payments will be made according to detailed and specific invoices submitted to 
University on a monthly basis.  University will make payments within 30 da -2
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If you have suggestions or requests for the development of new Approved Form Agreements, please 
contact OGC. 

XIII. DEFINITIONS 

“Board of Regents” means the Board of Regents of the University of North Texas System 

 “Campus” means UNT, UNTD, or UNTHSC, as applicable 

“Campuses” means UNT, UNTD, and UNTHSC 

“Criteria for Exemption” means the criteria for exemption from individualized legal review published 
annually by OGC 

“HUB” means Historically Underutilized Business 

“IT” means Information Technology 

“OGC” means the System Office of General Counsel 

“Regents Rule(s)” means the Rules of the Board of Regents of the University of North Texas System 

“SOW” means statement of work 
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Chapter 2251: Payment for Goods and Services 
Chapter 2252: Contracts with Governmental Entity 
Chapter 2254: Professional and Consulting Services 
Chapter 2260: Resolution of Certain Contract Claims Against the State 

Texas State Purchasing (Texas Comptroller) 
Texas State Purchasing Contract Management Guide (Texas Comptroller)  



Contract Management Handbook  Page 25 of 23 

XV. APPENDIX 

Standard Addenda  



{STANDARD ADDENDUM FOR USE BY UNT SYSTEM, UNT, and UNTD} 
 

Published January 23, 2019 

STANDARD ADDENDUM TO AGREEMENT 
Contracts with the University of North Texas, the University of North Texas at Dallas, and with the University of North 

Texas System (“UNTS”) are subject to the following terms and conditions, which are incorporated for all purposes into the 
Agreement to which they are attached.  In the event of a conflict between the Agreement and this Addendum to Agreement, this 
Addendum shall govern.  Any term or condition of the Agreement that is not superseded by a term or condition of this Addendum 
shall remain in full force and effect. 

Payment.  In accordance with Chapter 2251 of the Texas Government Code: (a) payment shall be made no later than 
thirty days following the later of (i) delivery of the goods or completion of the services and (ii) delivery of an invoice to UNTS; 
and (b) interest, if any, on past due payments shall accrue and be paid at the maximum rate allowed by law.  Vendor must be i
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STANDARD ADDENDUM TO AGREEMENT 

Contracts with the University of North Texas Health Science Center at Fort Worth (“University”) are 
subject to the following terms and conditions, which are incorporated for all purposes into the Agreement 
to which they are attached.  In the event of a conflict between the Agreement and this Addendum to 
Agreement, this Adden
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have issued or may in the future be issued pursuant 
to HIPAA, including, but not limited to, the 
Department of Health and Human Services 
regulations on privacy and security, and Texas state 
laws pertaining to medical privacy (collectively, 
"Privacy Laws").  Vendor agrees to comply with all 
Privacy Laws that are applicable to this Agreement 
and to negotiate in good faith to execute any 
amendment to this Agreement that is required for the 
terms of this Agreement to comply with applicable 
Privacy Laws.  In the event the parties are unable to 
agree on the terms of an amendment pursuant to this 
paragraph within thirty (30) days of the date the 
amendment request is delivered by a party to the 
other, this Agreement may be terminated by either 
party upon written notice to the other party. 

Debarment.  Vendor certifies that neither it nor any 
of its Principals (officers, directors, owners, partners, 
key employees, principal investigators, researchers 
or management or supervisory personnel) is 
presently debarred, suspended, proposed for 
debarment, declared ineligible or excluded from 
participation in this transaction or in any federal  


