
Signed 
contract from 

vendor

Is the 
contract over 

$25k?

Send the contract with 
Contract Routing Form to 
contracts@morehouse.edu

Send the 
contract with 

Contract 
Routing Form to 

your VP

Refer to 
Procurement 

Policy Bidding 
Requirements

Department 
will Determine 

a Need

Procurement will 
review

Contract will 
go to Legal

Legal will 
review

Is the contract a 
Morehouse 
template?

Procurement will 
send the contract 

for signature

Yes

No

Was the template 
modified? Yes

No

No Yes

Legal will send 
contract back 
to requester to 
send to vendor 

Were 
revisions 
made?

Yes

Legal will send to 
Procurement

Requester will 
send to Legal

Requester will 
send to vendor 
for approval of 

changes

**Minimum of 14 Business Day Approval Time 

All executed 
contracts must be 

attached to 
requisitions for 

payments.

Requestor creates 
a box folder for all 
executed contracts; 
must be retained 

for 7 years.

Signed contract 
sent to Requester

Vendor reviews and 
resubmit to 
requester

No

CONTRACTS OVER $25,000



Signed contract 
from vendor

Is the contract less 
than $25,000?

Send the contract with 
Contract Routing Form to 
contracts@morehouse.edu

Is the contract a 
Morehouse 
template?

Has the contract 
been modified?

Send the contract 
with Contract 

Routing Form to 
your VP

No

Yes

Yes

No

No

Yes

Signed contract sent 
to Requester

Requester creates a 
box folder for all 

executed contracts; 
must be retained for 

7 years.

All executed 
contracts must be 

attached to 
requisitions for 

payments.

**Minimum of 14 Business Day Approval Time 

CONTRACTS UNDER $25,000


