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Contract Review Procedure 
 

Office of Administrative 
Responsibility: 

Office of General Counsel 

Approver: President’s Executive Committee – Operations (PEC-O) 

Scope: Compliance with this University policy extends to all academic 
staff, excluded employees, colleagues, postdoctoral fellows, 
and support staff as outlined and defined in the Recruitment 
Policy (Appendix A and Appendix B: Definitions and 
Categories); members of the Board of Governors; Graduate 
Research Assistants and Graduate Teaching Assistants. 

Purpose 
 

To state the process by which contracts are reviewed prior to their approval. 
 

PROCEDURE 
 

OVERVIEW 
 

The responsible department must ensure that all necessary reviews of the contract are carried out. Those reviews 
include: 

 
1. Legal review by the Office of the General Counsel; 
2. Liability and indemnity review by Insurance and Risk Assessment (unless the Office of General Counsel is 

reviewing the contract and the two offices have determined that an additional review by Insurance and Risk 
Assessment is not required); 

3. Insurance review by Insurance and Risk Assessment; 
4. Personal information review by the Information and Privacy Office (unless the Office of General Counsel is 

reviewing the contract and the two offices have determined that an additional review by the Information and 
Privacy Office is not required); and 

5. Tenure, tenure-track and contingent faculty appointment reviews by Faculty Relations. 
6. Sanctions review by Investments & Treasury. 

 
Clarification on these reviews is set out in more detail, below: 

LEGAL AND RISK MANAGEMENT REVIEW 

The Office of General Counsel and Insurance and Risk Assessment must review all contracts of sufficient importance, 
regardless of value, and all contracts where there is potential for significant or uncertain liability to flow to the 
University. While the responsible department must use its own judgment in determining which contracts need to be 
reviewed by the General Counsel’s office and Insurance and Risk Assessment, some examples of such contracts are: 

https://policiesonline.ualberta.ca/policiesprocedures/policies/contract-review-and-signing-authority-policy.pdf
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• All contracts with a total annual financial value greater than $500,000. 
• All contracts involving the acquisition or disposition of an interest in land, regardless of value. 
• All contracts with entities from foreign jurisdictions, where the laws of that foreign jurisdiction are the 

governing laws of the contract. 
• Contracts where there is potential for injury to persons, property or the environment. 

 
INFORMATION AND PRIVACY REVIEW 

 
Contracts in which a third party may have access to personal information that is collected in the course of an 
operating program or activity of the University must be reviewed by the Information and Privacy Office, unless the 
Office of General Counsel is reviewing the contract and the two offices have determined that an additional review by 
the Information and Privacy Office is not required. If the Information and Privacy Office and/or the Chief Information 
Security Officer determine that the circumstances of the contract warrant a security review after assessing the risk 
level of the information flow involved, then the Chief Information Security Officer must perform a security review to 
the approval of the contract. 

 
FACULTY RELATIONS REVIEW 

 
All tenured, tenure-track and contingent faculty appointment contracts require review by Faculty Relations prior to the 
conveyance of the written employment offer and/or appointment contract to the candidate. Deans may develop 
standard appointment contracts and hiring packages which are pre-cleared for use in routine hires. 

 
INVESTMENTS & TREASURY REVIEW 

 
Contracts involving financial transactions with entities or individuals domiciled in countries sanctioned by Canada or 
the United States of America require review by Investments & Treasury. See link below under Investments & 
Treasury, to relevant websites to help identify whether the entity or individual involved is so sanctioned. If you have 
questions please contact Investments & Treasury. 

 
Contracts denominated in U.S. dollars with entities or individuals domiciled outside the United States of America 
require review by Investments & Treasury. 

 
RESPONSIBLE DEPARTMENT REVIEW 

 
The responsible department must review the business and operational terms of the contract. 

HIGH RISK CONTRACTS 

Regardless of the value of the contract, contracts: a.) with an unusually high risk factor, or b.) that bring the activities 
of the University under public scrutiny or c.) that involve any controversial matter, must be brought to the attention of 
the appropriate Vice-President’s office by the signing authority prior to the contract being signed. The Vice- 
President’s Office is responsible for seeking the advice and/or approval of the board as needed and for obtaining the 
approval of the Minister or the Lieutenant Governor in Council, where required. 

 
CONTRACT REVIEW COVER SHEET 

 
When a contract is presented to the signing authority(s) for execution it shall include a Cover Sheet and Signature 
Page indicating that the appropriate reviews have been completed. In addition, the signing authority must ensure that 
all required governance reviews and approvals, as required by the Post-Secondary Learning Act and by University 
Policies and Procedures, have been obtained prior to contract execution. 

https://www.international.gc.ca/world-monde/international_relations-relations_internationales/sanctions/index.aspx?lang=eng
https://www.treasury.gov/resource-center/sanctions/Pages/default.aspx
https://policiesonline.ualberta.ca/policiesprocedures/infodocs/%40academic/documents/forms/cmp_059001.doc
https://policiesonline.ualberta.ca/policiesprocedures/infodocs/%40academic/documents/forms/cmp_059001.doc
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EXCEPTIONS 
 

The requirement for a legal and risk management review, as set out in this Procedure, does not apply to contracts 
falling under the jurisdiction of (i) the Vice-President (Research and Innovation) through Research Administrative 
Services or Technology Transfer Services (TTS) or (ii) the Vice-President (University Services and Finance) through 
Procurement & Contract Management, or (iii) the Provost and Vice-President (Academic) through University of 
Alberta International or (iv) the Vice-President (Facilities and Operations) through the Utilities department. Each of 
these offices has in place, and will maintain, systems for contract reviews that meet the spirit of this Policy and 
Procedure, but which recognize the unique nature of that contract area. Each of these offices will maintain a distinct 
review process that ensures appropriate legal, risk management and intellectual property reviews are done on all 
contracts. 

 
This requirement also does not apply to situations where previously approved template agreements have been used, 
with no amendment to legal or risk management terms. 

 
GENERAL PROVISION 

 
All contracts must contain the printed name of the signer(s), the date signed and signature. 

 
The original copy of the contract and a copy of the Cover Sheet and Signature Page indicating that appropriate 
reviews have been completed shall be maintained by the responsible department as identified in Schedule A to the 
Policy. 
 
DEFINITIONS 
Any definitions listed in the following table apply to this document only with no implied or intended 
institution-wide use. [▲Top] 
Contracts Any document that creates a legally binding commitment, and includes 

letters of intent and memoranda of agreement. 
Responsible 
Department 

The department or faculty that has the responsibility to oversee the proper 
review and execution of a contract. 

Board The Governors of the University of Alberta 
Sanctions As defined by the Government of Canada, sanctions are a foreign policy 

tool used to address international peace and security concerns, gross 
violations of human rights, and significant foreign corruption. Sanctions 
place restrictions on the activities permissible between Canadians and 
foreign states, individuals, or entities. When transacting in the currency of 
another country, the sanctions of that country may also apply in addition to 
those of Canada. 

FORMS 
 

 

Cover sheet and Signature Page 
 

RELATED LINKS 
 

 

Research Administrative Services (University of Alberta) 
 

Procurement & Contract Management (University of Alberta) 

Should a link fail, please contact uappol@ualberta.ca. [▲Top] 

Should a link fail, please contact uappol@ualberta.ca. [▲Top] 

https://policiesonline.ualberta.ca/policiesprocedures/infodocs/%40academic/documents/forms/cmp_059001.doc
https://www.ualberta.ca/research/services/contact/research-administrative-services.html
https://www.ualberta.ca/finance-procurement-planning/procurement/index.html
mailto:uappol@ualberta.ca
mailto:uappol@ualberta.ca
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Technology Transfer Services (University of Alberta) 
 

Investments & Treasury (University of Alberta) 

https://www.ualberta.ca/research/services/contact/technology-transfer-services.html
https://www.ualberta.ca/university-services-finance/strategic-plans-initiatives/investments-treasury/index.html
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