CONTACTS ADMINISTRATION DEPARTMENT CONTRACT CHECKLIST (CAD)
REVENUE / NO COST CONTRACTS and AFFILIATION AGREEMENTS

Required Elements Notes

Ntracts Reviews All reviews must be completed in Ntracts (in record or Docusign)

Allow for up to 4 weeks prior to the start dates for processing

RUSHES are determined by CAD; failure to upload in Ntracts in a timely manner
does not qualify as a RUSH

CAD-Contract Analyst

UAMS General Counsel Reviews outside of Ntracts does not speed up the legal review process
Institutional Compliance

HIPAA As needed

Information Technology (IT) As needed

Risk Management As needed

Export Control As needed

Department Reviews/Approvals/Rejections

College / Department/ Service Line

Senior Leadership Reviews/Approvals/Rejections

Director of Contracts Student affiliation agreements

UAMS Signatures

Customer signatures (Docusign preferred method)

Revenue Contract Analysis (RCA) - use a guide to determine cost and develop

Cost Analysis . .
budget to propose to customers BEFORE quoting a price or rate

Budget Should cover UAMS actual costs and at least 25% IDC

Indirect Cost Covers additional benefits provided by UAMS and administrative support

Required if Indirect rate is less than 20%; why should UAMS contract with the

Indirect Cost Exemption request . -
customer for less than UAMS' cost? Why is it beneficial for UAMS?

The Board of Trustees of the University of Arkansas acting for and on behalf of

Legal name as contracting party the University of Arkansas for Medical Sciences

IAcronyms Must be defined at first use
|Contract Term Dates Effective (start), End date
Renewal Terms Days of notice

Written mutual consent

Max renewals: 7 years: must have cause/no cause termination language

Contract CAD for renewal template

Amendment Terms Written mutual consent

Contract CAD for amendment template

Termination Language Days of notice

Must have cause/no cause termination language

Contract CAD for termination template

Notices Section w/ UAMS General Counsel and CAD information

Customer Address, phone, email

UAMS General Counsel 4301 West Markham, Slot 860, Little Rock, Arkansas 72205

ContractsAdministrationDepartment@uams.edu or 4301 West Markham, Slot

UAMS - Contracts Administration 743, Little Rock, Arkansas 72205

Invoicing Terms Frequency

How calculated

Customer contact: name, email and phone nhumber
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Payment Terms

Standard is Net 30; the due dates are printed on invoices based on terms

Payment options-Checks

4301 West Markham, Slot 560, Little Rock, Arkansas 72205

Payment options-Credit cards

call 501-526-4821

Payment options-EFT/ACH or banking info is needed

Send forms to ContractsAdministrationDepartment@uams.edu

Insurance Language

Contact Mark Hagemeier

Limits

Determined by services and providers (faculty, residents, students)

Legal Language

Force Majeure

Indemnification

State Jurisdiction (Arkansas only)

No Arbitration (Mediation only)

UAMS Legal Edits Required

Word document is needed

Certification of Boycott

Must be included in every revenue contract

Customer Signature Line

Name of company

Signature line

Printed Name line

Title

Date

Legal name above signature line of authorized signatories

The Board of Trustees of the University of Arkansas acting for and on behalf of
the University of Arkansas for Medical Sciences

Authorized Signatories

Director, Contracts Administration

Student Affiliation agreements

Associate Vice Chancellor for Finance and Treasurer

S0 - $250,000

Vice Chancellor for Finance and CFO

$250,001 - $1,000,000

Chancellor

$1,000,001 - 2,500,000

President, University of Arkansas System

$>2,500,000

Upload documents in Ntracts

Contract (Word Document preferred)

Revenue Cost Analysis (RCA) with fund and cost center for all revenue generating
contracts

IDC Exemption request if IDC is less than 20%

Primary Party

If customer is not in Ntracts, complete a new customer request and send it to
ConrtactsAdministrationDepartment@uams.edu

Select "Customer In Progress"; CAD will add the customer once setup

References to Supplementary Documents (as heeded)

Documents must be included in the contract; Attachments, Exhibits, etc.

Ntracts Comment

Pertinent information needed to process the contract for UAMS signatures

Deadline to return contract to customer; should allow for up to 4 weeks

Include the customer's signatory's name and email address for electronic
signature. Electronic signatures are UAMS' preferred method to obtain customer
signatures. Otherwise the department will be responsible for obtaining the
signature and returning to CAD within 3-5 business days.

In Process

Needs to be processed by UAMS

If sitting with UAMS user for more than 3 weeks, record could be closed

UAMS Executed

Needs customer's signature

Should not start services until contract is Fully Executed

Should be returned signed by customer within 3-5 business days

After 3 weeks, record could be closed

Fully Executed

Signed by all parties

CAD will prepare for invoicing (if required)

Record will send expiring notifications
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