Howard University
 Student Organizations Contract Review and Approval Process

Contract Information Form (CIF)

Name under which contractor operates: ______________________________________________

Contractor contact person: ________________________________________________________

Contractor contact’s phone number:_____________________  fax #: ______________________

HU Sponsoring organizations: _____________________________________________________

Organization’s contact person: _____________________________________________________

Organization contact’s phone number: _______________________________________________
TOTAL price discussed: _________________________________________________________
Performance day(s) & time(s): _____________________________________________________

Performance location: ____________________________________________________________

Cost of tickets: _________________________________________________________________

Number of complimentary tickets: __________________________________________________

Payment terms and dates:  _________________________________________________________
Services or goods to be provided by contractor: ________________________________________


Additional Agreement provisions (setup and/or rehearsal time, sound check, volunteers needed, special room setup, additional security, etc) ________________________________________________________

Payment to be made in the name of: ____________________________________________________
Social Security or tax identification number: _____________________________________________
Address for payment: _______________________________________________________________

Contractor contact address: ________________________________________________________

(Attach copy of all documents, letters, proposed contracts, special requests, etc. received from contractor.)


Step 1:
Use this CIF to get important information from contractors about the goods or services you would like to purchase and submit it for review and approval to Tonya L. Guillory, Dean of Student Life and Activities.
Step 2:
Dean Guillory will submit the approved CIF, with attached documents, to Franklin D. Chambers, Vice Provost for Student Affairs, with a copy to the Office of the General Counsel (OGC).
Step 3:
Dr. Chambers will review and approve the CIF, with attachments, and will forward it to Toi Y. Carter, Associate General Counsel for Faculty and Student Affairs for review for form and legal sufficiency.
Step 4:
Ms. Carter will send contracts that have been approved for form and legal sufficiency to Sidney H. Evans, Jr., Senior Vice President & Chief Financial Officer for execution and payment. (Contracts that have not been approved or received at least one month before contract performance may result in a decision not to secure the proposed services or goods.)

Step 5:  Mr. Evans will send approved original contract to the originating student organization with a copy to the OGC.
THIS IS NOT A CONTRACT.  STUDENTS DO NOT HAVE AUTHORITY TO SIGN CONTRACTS FOR HOWARD UNIVERSITY AND MAY BE INDIVIDUALLY LIABLE FOR PERFORMING THE CONTRACT.  
Form Date:  04/07
