
Requesting department submits completed 
contract cover sheet and contract draft to 

contracts@atu.edu

Contract has a 
procurement 
component.

No

Legal communicates any 
required changes to vendor

Yes

Legal 
Counsel 

completes 
initial review. 

Vendor may reject 
some or all changes 
and return to Legal

ATU and vendor may 
repeatedly 

negotiate terms until 
final draft is reached.

Final draft is reached. All red 
lined text is removed and clean 

copy is sent to vendor for 
signature.

Vendor returns 
signed contract.

Legal Counsel 
obtains ATU 
signature on 

contract. 

Legal notifies 
requesting department 

via email of fully 
executed contract

See Procurement 
Contract Flow

Legal sends fully executed contract to 
vendor and saves copy to the Idrive. 

Contract Flow



Procurement returns 
contract to Legal.

Legal communicates 
any required changes 

to vendor. 

Vendor may reject 
some or all 

changes and 
return to Legal

Final draft is 
reached. All red lined 
text is removed and 
clean copy is sent to 
vendor for signature.

Vendor returns signed 
contract.

Legal Counsel obtains 
ATU signature on 

contract. 

Legal Counsel forwards procurement 
contract to procurement. 

ATU and vendor may 
repeatedly 

negotiate terms until 
final draft is reached.

Legal Counsel emails fully 
executed contract to 

requesting department and 
cc’ing procurement contact.  

Requesting 
department 

enters 
procurement 
requisition. 

Approved 
requisition is 

converted to a 
purchase order by 

procurement. 

Procurement 
sends 

purchase 
order and 

copy of fully 
executed 

contract to 
vendor. 

Procurement saves copy of contract 
behind PO number in Xtender.

Procurement Contract Flow

Procurement evaluates 
contract for compliance 
with procurement policy 

and possible pricing 
negotiation suggestion. 

Process may pause here if a bid 
or RFP is required.
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