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Please reference the Signing & Contracting Authority document dated 05.16.2011 for complete details regarding signing, receiving reports, 
contracts, and travel guidelines.
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CONTRACT SIGNING AUTHORITY — QUICK REFERENCE GUIDE

Dr. Jack S. Kahn, President or Administrator In Charge (AIC)

Contracts — Vice President for Business & Administrative Services

Holly Woodmansee (Interim )

Permission to negotiate contracts, including personal services contracts of any amount must be granted by the Vice President for Business & 
Administrative Services or the President prior to negotiating the contract. The Vice President for Business & Administrative Services will be the 
person giving such permission unless the President specifically designates other vice presidents as having authority to negotiate certain contracts. 
Page 4, C.1 and C.2

NOTES: Purchase of all technology items, including hardware, software, peripherals, accessories, and application service provider services, must be 
approved for conformity with College standards by Technology Support Services prior to signature by the Purchasing Signer. Purchases of all media, 
including audio and video equipment and services, must be approved for conformity with College standards by the Classroom Support Services team 
prior to signature by the Purchasing Signer. The technical approval of these items will be indicated by a signature, but this signature does not in itself 
constitute signing authority for purchasing. Page 2, A.3

First Level Signing Authority — Pages 2, A.2 and A.7
NOTE: All purchasing documents must have first level Signing Authority  regardless of dollar value.

Executive Directors & Directors

Second Level Signing Authority — Pages 2, A.5 and A.7
Second-level signing authority (signature) is required on all purchasing documents with a value = to or > $3,000.

Third Level Signing Authority — Pages 2, A.6
Third-level signing authority (signature) is required on all purchasing documents with a value = to or > $50,000.
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