
Contract Compliance Training 



Department 

Personnel

Reporting to and part of the Office of 

General Counsel (OGC)

• Sylvia Salinas

Manager, System Contract Compliance

• Nydia M. Villarreal

Administrative Assistant I



Contract 

Interpretation

• All questions regarding proper contract 

use or interpretation of contract terms and 

conditions must be directed to the Office of 

Contract Compliance/Office of General 

Counsel.



Legal Opinions 

vs. 

Contract Compliance

• A request for a legal opinion must be made in writing 

and made through your Vice Chancellor or College 

President to the General Counsel or Associate GC.

– Examples- Questions on LSCS policy interpretations, laws, 

personnel issues, etc. 

• Questions regarding contract compliance can be e-

mailed to Sylvia Salinas.

– Examples- When is a contract needed, which contract 

should be used, is an amendment needed, etc.



When is a contract needed?

Goods vs. Services

• Any time the system is receiving a service, a 

contract is needed to govern that service

• Under most circumstances, if we are purchasing 

goods only, a contract is not needed and a 

Purchase Order will be issued by the Purchasing 

Dept.

• Under most circumstances, if we are obtaining a 

good and a service, a contract is needed.



Step 1:

COMPLETE PROPER PROCUREMENT

• Contract cannot be executed until proper 

procurement has been performed and approved

• Work cannot begin prior to a fully executed 

contract

• Invoices must not be back dated to avoid issues 

– personal & institutional liability



Step 2: Choosing a Contract Form 

LSCS Standard Form vs. 

Nonstandard Form

• Must decide between the two forms

– Standard forms are agreements that have been created 

and pre-approved by the Office of General Counsel

– We prefer to use our Standard Forms because they 

provide the most protection to LSCS

– Choose One. Not Both.

• Standard Form

– Can be obtained from the Manager of System Contract 

Compliance or on our website

• Nonstandard Form

– Are provided by the Vendor, Contractor, Other Party



Contract Compliance website
http://www.lonestar.edu/contract-compliance.htm

http://www.lonestar.edu/contract-compliance.htm
http://www.lonestar.edu/contract-compliance.htm
http://www.lonestar.edu/contract-compliance.htm


Contract Compliance website

Contract Documents section:



Standard Forms –

Approved by OGC

Some of the More Frequently Used Agreements:

– Independent Contractor – Up To $5,000 and $5,000 And Above

An Agreement wherein a company or individual is providing a 
basic service, such that a more formal agreement is not 
required. Generally speaking, an independent contractor is 
not directly supervised by the System and can determine the 
best method and control the manner in which to complete the 
service. 

– Honorarium
A professional or famous person symbolizes respect, 
esteem, or admiration and is addressing a conference or an 
event. An agreement where at the discretion of LSC, 
compensation is given to the professional for their time and 
travel expenses if any, and is not a fee charged by the 
professional.



Standard Forms –

Approved by OGC

– Speaker 

An agreement compensating an individual giving a speech 

or lecture.

– Performer

An agreement compensating a performer such as an 

actor, musician, artist, entertainer, etc…

– Purchasing for Goods and Services

This agreement may be used anytime goods are procured 

in conjunction with a service; for example: catering, 

events, movers, etc…



Standard Forms –

Approved by OGC

– Health Occupations Affiliation
Allows students to attend clinics and/or hospitals as part of the 
LSCS programs curriculum. The hospital and LSCS faculty work 
together to develop a program for the students participating in 
the facilities.

– Facility Use
An agreement allowing an outside party to use the LSCS 
facilities, in accordance with Board policy.

– Participant Release and Indemnification
A generic release to protect the system to be signed by students 
participating in a System sponsored event which may be 
dangerous or pose a risk. Should cover most activities a student 
will engage in.

– More to come as needed



The Process: Standard Form

• Obtain the Standard Form from our 

website

• Fill in the blanks in the contract 

accurately.



Accurately Describe 

Services

• Statement of Services – Example:

– Vendor is suppose to deliver a 

copier to LSCS

• Statement of Services should 

state:

– What date will it be delivered 

and what time

– What building and room 

number will the copier be 

delivered to

– Make sure the date of delivery 

includes the vendor will setup 

the copier



Process: Standard Form 

Continued

• Send two contracts unsigned to the other party 

and request for signatures

• When both are returned, if no changes are made 

to the standard form have the proper signatory 

sign for LSCS

• Once all signatures are in place forward one 

original to the other party, and keep the 2nd

original for your file
 Note: If changes were made by the other party, send to our office 

for review, after our review we will return to originator to obtain 

proper signatures & continue with the above process.



Process of 

Non-Standard Contracts



Complete and Submit 

Proper Documents

Documents to be submitted to our office with a 

Non-Standard contract:

• Internal Document

• Need one (1) copy of Contract Coversheet completely 

filled out

• Need two (2) copies of each

• Contract itself

• Alternative Dispute Resolution Clause 

• All Exhibits, Attachments



Contract 

Coversheet, example:



Alternative Dispute 

Resolution Form

For all Non-Standard Agreements, submit 

the Alternative Dispute Resolution (ADR) 

clause with the contract.



Complete and Submit 

Proper Documents

Contracts

• On the contract itself, please 

make sure all of the form fields 

are properly filled in 

– This includes the Notice 

provisions, if included in the 

contract

• Read the Contract

• Make sure it fits your business 

needs.



A Note:

• A non-standard contract should never be 

fully executed (with signatures in place) 

before it comes to our office for review

• A fully executed agreement defeats the 

purpose of having it legally reviewed 

because  LSCS has already committed to 

the terms



Complete and Submit 

Proper Documents

What to look for in the Non-
Standard Contract:

• Payment Provisions
– Should Be specific

– Good example: (see standard 
agreements)

– “This contract is not to exceed 
$10,000.  Payment will be made 
according to detailed and 
specific invoices submitted by 
Contractor.  LSCS will make 
payments within 45 days of 
receipt of such invoices.”

• Bad examples:
– “as invoiced”

– “payment of $10,000”



Complete and Submit 

Proper Documents

What to look for in the Non-Standard Contract Cont:

• Statement of Services

– This is what the contract is about.  This is the good/service 

LSCS is purchasing or providing

– It should be as detailed as possible

– Do Not assume the other party knows what is expected of 

them



Office of Contract 

Compliance - Duties

Once all has been submitted correctly:

• Review the contract and any attachments for 

compliance 

• Submit contract and suggestions to Counsel for 

approval

• Once approved, we will route to the originator to 

forward to the vendor for signature. 

• Thereafter, the originator will forward to proper 

signatory to sign for LSCS 



When we receive a Fully Executed Agreement 

back we will:

• Make sure each contract has proper signature 

authority and is signed by both parties

• Our office will retain one original, the other party 

will retain second original, and the department 

will keep a copy

Office of Contract 

Compliance - Duties



Proper Signature 

Authority

• Only certain designated individuals 
may bind LSCS
– Chancellor for less than $100,000

– Vice Chancellors and Presidents for 
less than $50,000

– The form “Delegation of Authority To 
Associate Memorandum” can be filled 
out by a Vice Chancellor, or President 
giving authority to a staff member for 
less than $25,000

– This form can be access at our website 
under the Policy & Procedures section

• If you sign a contract without obtaining 
proper signature authority you may be 
personally liable



The Duties of Each 

Department

• Carefully Read and Understand the Obligations 

of the Contract

• The Office of Contract Compliance does not 

determine if each contract is a “good” business 

decision, but simply reviews each contract for 

compliance with the law and LSCS policy

• The LSC signatory is accountable for the 

business terms

• Please let our office know if you have concerns 

about any terms in the contract and why



Board Contracts

• A contract for an expense of $100,000 or more must go to 

the Board for approval and Chancellor signature

• Any purchase for more than $50,000 requires a RFP

• The Purchasing department will forward the contract to our 

office for review, and if needed, to create the agreement

• Once our review is complete we forward to Purchasing to 

obtain vendors signatures.

• Once Purchasing has obtained signatures they will forward 

the agreements back to our office for our General Counsel 

approval

• OGC obtains the Chancellor and the Board signatures at 

the Board meeting.



Modifying or Amending 

a Contract

• Once a contact has been fully 

executed by both parties, the only 

way to change the terms in the 

contract is by an amendment

• An amendment must be in writing 

and signed by both parties

• The amendment must be fully 

executed BEFORE the original 

contract expires

• If the new amount and the original 

amount now goes over $100,000 it 

must go to the Board for approval



Modifying or Amending 

a Contract: The Process

• Submit new Contract Coversheet

• Submit two Amendments (if using vendor’s 

amendment form)

• Submit a copy of the Original Agreement 

and, if applicable, any previous 

amendments

• Our office will continue with the above 

process



• A Grant Subcontract, or sub-grant, typically results 

from a grant proposal, SOW, MOU or Local Contract 

from another agency which has specifically identified 

the participation of LSCS. A Subcontract is sent 

after the granting institution has received their grant 

award funding. If the Contract is bound by terms of a 

grant award, then it is still considered a Grant 

Subcontract. 

• The Subcontract needs to be submitted to the 

Resource Development & Administration Office 

(RDA) for review. 

A Note:



Time Frames for 

Processing

• Generally, all contracts should be submitted for 

processing to our office by a minimum of 30 

calendar days prior to the effective date/start date of 

the contract

• We will endeavor to process as quickly as possible.  

Approximately 150 contracts are processed per 

month.

• Our goal is a five (5) business day turnaround.

• Our office will e-mail you when it receives the 

contract request and when the contract has been 

approved.



Any Questions?


