
     

 

 

 

 
  

 

  

     

 

 

                

TYPE I: PURCHASE OF GOODS AND SERVICES– NON P-CARD $5000 - $25,000 

Process Approval/ Responsibility 

Purchase 
Request 

Invoice 

Contract/ 
Agreement 
(Services) 

Purchase Order 
(Goods) 

Department Head / 
Faculty Member / 
Business Officer 

Department 
Head 

Faculty Member / 
Business Officer 

Faculty Member / Staff / 
Department Head 

Requests purchase 
of goods or services 

Reviews and 
approves 

Service 

Goods or 
Service? 

Goods    Procurement Services - Greater than $25,000 

LEGEND
 

Process or Document 

Decision 

Approval flow 

Process flow 



 
 

  
 

  

TYPE II: OFFERS OF EMPLOYMENT 

Process Approval/ Responsibility 

Offer of 
Employment 

Principal , Dean, Vice-
Dean, Associate Dean , 
Director, Chair or other 

Budgetary Head or 
Designate 

Faculty Offer (VP & Provost) 
Template Administrative Staff Offer (VP-HR) 

Template 

LEGEND
 

Process or Document 

Decision 

Approval flow 

Process flow 



  

 

 

 

 
 

 
 

  
 

 
 

 

 

TYPE III: SALE OF GOODS AND SERVICES 

Process Approval/ Responsibility 

Goods / Services 
for sale 

Approved classes 
of sales 

No sales 
Permitted 

Form of contracts/ 
agreements 

Notify Governing 
Council 

Secretariat 

Negotiated sale 
contract 

agreement 

Invoice / Receipt 

Department Head 

Relevant VP , AVP, 
Deputy Provost , Vice-

Provost 

Principal, Dean, Vice 
Dean, Associate Dean , 

Director or Chair or 
Budget Head 

No 

Yes 

Goods / Services 
for sale 

Approval 
obtained? 

Yes 

Scenario 1 Scenario 2 

LEGEND
 

Process or Document 

Decision 

Approval flow 

Process flow 



  

  
 

 
 

 

 

 
 

 
 

 
 

 

 
 

TYPE IV: EDUCATIONAL PLACEMENTS 

Process Approval/ Responsibility 

Department 
Head 

Educational 
Placements 

Offered 

Form of 
agreement 
approved 

No placement 

Approval 
obtained? 

Placement 
agreement 

Notify Governing 
Council 

Secretariat 

VP and Provost , 
Deputy Provost , Vice-

Provost 

No 

Principal , Dean, 
Director Chair, 

Department Head or 
Program Supervisor 

Educational 
Placements 

Offered 

Scenario 1 Scenario 2 

Yes 

LEGEND
 

Process or Document 

Decision 

Approval flow 

Process flow 



  

   

  

 

 
 

 

 

 
 

 
 

 
 

 
 

TYPE V: RESEARCH CONTRACTS 

Process Approval/ Responsibility 

Research Contract 
Proposal 

Faculty Member / 
Staff prepares 

Department Head / 
Dean Approves 

Draft research 
contract 

Approved 
research contract* *Execution under seal also 

requires signature of 
Secretary of the 

Governing Council 

AVP Technology 
Transfer 

AVP Technology 
Transfer 

President , VP Research 
and Associate Provost , 

AVP Technology 
Transfer or designate of 

VP Research 

Yes 

Yes 

UTRS 
Approves 
proposal? 

No 

UTRS 
approves 
contract? 

No 

LEGEND
 

Process or Document 

Decision 

Approval flow 

Process flow 



  

 

 
 

  

 
 

 

 

 

   

 

 

 

  

 

 
 
 

 

 
  

 
  

 
 

TYPE VI: SETTLEMENTS OF LEGAL CLAIMS , GRIEVANCES AND COMPLAINTS 

Process / Issue Approval/ Responsibility 

Settlement 
Agreement 

Form of 
Settlement 
Agreement 

University Legal Counsel 

President, Vice-President, 
Assistant VP, CFO, Deputy 

Provost, Vice-Provost or 
designates 

Request assistance 
from appropriate area to 

determine if legal 
assistance is necessary 

-Receipt of writs 

-Governance Matters 

-Employment / Labor relations Issues 

-Insurance Issues 

-Academic personnel matters 
or appeals 

-Immigration Matters 

-Real Estate Matters / Leases 

-Endowments / Donations / Trusts 

-Intellectual Property Matters 

-Academic Issues including Agreements 
with other Institutions 

Secretary of the Governing Council 

Assistant Vice -President Human 
Resources, or the Director of Labor 

Relations 

Director, Risk Management and 
Insurance 

Vice Provost, Academic 

Vice-Provost, Academic 

Real Estate Department 

Vice President, Research and 
Associate Provost 

Department of University 
Advancement, (In-house counsel) 

-Business Transactions / Contracts 

Vice President and Provost 

Vice President, Business Affairs 

Contact Internal 
Counsel 

Receive 
authorization to 
contact External 

Counsel 

President or designate 

Contact External 
Counsel? 

Yes 

No 

Chair and Secretary of 
Governing Council , President, 

Vice-Presidents, Assistant Vice-
Presidents, the Provost, and the 
Vice-Provosts, Deputy Provost 

Choose most 
appropriate counsel 

for legal issue 

Legal assistance 
deemed required 

Department Head 

LEGEND
 

Process or Document 

Decision 

Approval flow 

Process flow 


