
LOYOLA UNIVERSITY MARYLAND
CONTRACT REVIEW CHECKLIST

(FOR NON-STANDARD CONTRACTS/AGREEMENTS ONLY)

TODAYS DATE: __________ 
DATE CONTRACT MUST BE SUBMITTED: ___________

College Personnel:

Department:

Phone #:

CONTRACT PURPOSE/CONSIDERATION:

“Consideration” describes what is being provided by whom, to whom, at what cost. What is the purpose of the proposed contract, and what are the terms of consideration?
CONTRACT TERMS 
Date Commencing:

Date Expiring:

Cost:

Is this a new agreement? □Yes □ No Renewal? □Yes □ No Amendment? □Yes □ No
All questions must be answered.
I. Initial Review
a. Have you read contract in its entirety and approved of its contents? 
□Yes □ No
b. Are all attachments and exhibits referred to in the contract attached? 
□Yes □ No
c. Does the contract require expenditures in excess of $5,000? □Yes □ No If approved, has the contract also been approved by someone with signing authority? (Please check one if this has been approved)
__Up to $5,000 must be approved by the Assistant Budget Officer 
__Up to $10,000 must be approved by the Budget Officer
__Up to $50,000 must be approved by a Director
__Up to $100,000 must be approved by a Assistant or Associate Vice President
__Up to $500,000 must be approved by a Vice President
__Up to $5,000,000 must be approved by the President
Name of Person with signing authority: _________________________
d. Does this contract result in the University receiving money?

□Yes □ No 

II. Identification of Parties
Proper identification of parties includes full and appropriate names of the organization(s) and/or individual(s) involved, and complete addresses.

a. Is the College properly identified? (Loyola University Maryland, Inc.) 
□Yes □ No
b.  Is other party properly identified? □Yes □ No
c. Are abbreviated descriptions of parties throughout the contract consistent? □Yes □ No
III. Consideration/Business Terms
a. Are the business terms properly and accurately stated? □Yes □ No
b.  Does the contract specify the time, place, and method of any payments that are required? □Yes □ No
c. Have the consideration and business terms of the contract been reviewed and approved by department supervisor? □Yes □ No
IV. Duties and Obligations
a. Where will proposed contract activities take place? (if applicable) _____________________________________________________________   
b. Is each obligation described with sufficient clarity so that the parties know how it will be performed? □Yes □ No
V. Term and Termination
a. Does the contract contain a clear starting and ending date? □Yes □ No
b. Does the contract provide for a “no-fault” termination by Loyola University Maryland prior to the expiration date? □Yes □ No
c. Have you ensured that there is no automatic renewal provision? (If you would like to have an automatic renewal, please speak to the Manager of Facilities and Campus Services at extension 5070) □Yes □ No
VI. Background Checks

a. If the contract is for a service, would it require non-Loyola employees to:

i.  Enter into locker rooms, bathrooms, and/or residence halls?

 □Yes □ No
ii. Deal with financial information, credit card transactions, and/or any other highly sensitive information? □Yes □ No
**If yes to either, a background check must be required in the contract
b. If the agreement is for a facility, does it require the College to obtain background checks on students? □Yes □ No
VII. Insurance Clause
a. Is there an insurance clause in the contract? □Yes □ No
b. Does the clause specify the types of insurance required? □Yes □ No
c. The College requires the following minimal limits: $1 million per occurrence; $3 million annual aggregate. Are those limits specified? □Yes □ No
d. Does the contract require exchange of information via Certificates of Insurance (COI)?  □Yes □ No (If yes, please keep a copy of the COI with the contract.  If Loyola University Maryland is required to give a COI, please contact the Manager of Facilities and Campus Services at extension 5070.)
e. Is the other party required to name Loyola as an additional insured under its policies of insurance? □Yes □ No (If yes, please keep a copy of the COI with the contract.)
VIII. Indemnification Clause
Indemnity clause indemnifies, defends and holds harmless the other party or parties from and against all claims and liabilities as a result of a negligent act or omission.
a. Does the contract contain an indemnification clause? □Yes □ No
b. Does the indemnification clause include “reasonable attorney’s fees”? 
□Yes □ No
c. Are all parties subject to an indemnification clause? (Such provisions should either favor Loyola University Maryland, Inc. or be reciprocal and mutual among all parties.) 

      □Yes □ No
d. Does the contract contain a limitation or waiver of another party’s liability to Loyola University Maryland? □Yes □ No
IX.  Events of Default Clauses
a. Does the contract provide for termination in the event of default? (e.g. contract will be terminated if either party fails to meet the requirement of the contract) □Yes □ No
b. Are the events of default described with clarity and specificity? □Yes □ No (The default should be applied with equal force to both parties.)
c. Is there a provision for written notification of default to the defaulting party? □Yes □ No
d. Is there a provision to remedy default? □Yes □ No
X.  Force Majeure Clause (Causes Beyond the Parties’ Control)
a. Does the contract contain a force majeure clause? □Yes □ No
b. If so, does the contract address delay in performance and/or suspension of payments? □Yes □ No
XI. Confidentiality Clause
a. Does the contract contain a confidentiality clause? □Yes □ No
XII. Miscellaneous Provisions
a. Does the contract contain an entire agreement clause? □Yes □ No (The written contract is to be the whole agreement. There are no “off the record”, verbal or “side” agreements.)
b.  Does the contract specify governing law and venue for any litigation? 
□Yes □ No If yes, is it the state of MD?  □Yes □ No 

If not MD, what state is it? ______________________
c. Is the contract assignable to a third party without Loyola’s consent?  
□Yes □ No
(Assignable contracts must be approved by Facilities and Campus Services)
XIII. Execution
a. Does person signing have authority as an Officer of the College? □Yes □ No (for signing authority please see levels in section I)
b. Is the vendor’s representative authorized to sign the contract? □Yes □ No
c. Is there space provided for a title, printed name and date of each signature? □Yes □ No
SUBMITTED BY:

Sign: ________________________________________ 
Print: ________________________________________ 
Date: _________
*Please submit checklist and contract to: Manager of Facilities and Campus Services, JH 220K or fax to 5073 (please call x5070 to let them know the fax has been sent)
*Prepared by Facilities and Campus Services: September 16, 2008

