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As Paperless As Possible 

Contract Review Processing Under UPP 1-06 

External User’s Guide 

 
The purpose of this External User’s Guide is to promote the efficient and effective legal review of 

contracts by the Office of General Counsel (OGC) as required by UPP 1-06 and should be used for 

requests first made on or after September 15, 2010.   

 

Contracts subject to legal review must be provided to OGC, along with a Contract Processing and 

Approval Form, to initiate the process.  A process that is as paperless as possible will promote 

accountability, expedite reviews, and reduce the time dedicated to the effort.  As a result, clients are 

requested to provide all contracts in electronic formats, via electronic mail message to 

ogccontracts@marquette.edu.  While paper copies submitted by campus mail will still be processed, 

they will be converted into Adobe Acrobat PDF documents, which will take additional time and delay 

completion of the review.   

 

In requesting contract reviews, please follow these conventions: 

 

1. Vendors should be requested to provide documents in Microsoft Word format where possible 

and, if not, in Adobe Acrobat PDF file format, created in Version 7 or above, or otherwise 

scanned and converted to searchable text using Version 7 or above.  This is done by scanning 

the document, opening it in Adobe Acrobat, clicking on “Document” in the upper-most tool 

bar, choosing “OCR Text Recognition” and “Recognize Text Using OCR,” then clicking OK.  

When the process is complete, the document must be saved.   

2. The Contract Processing and Approval Form, along with any cover letter or correspondence 

other than the contract and any contract exhibits, enclosures, or attachments, should be 

provided in one Adobe Acrobat PDF file.   

3. The contract and any contract exhibits, enclosures, or attachments should be provided in a 

separate file, either an Adobe Acrobat PDF file or, preferably, a Microsoft Word document. 

4. All files must be free of any encryption or password limitations; except that, if the contract is 

an Adobe Acrobat PDF file from a vendor, encryption is acceptable so long as comments and 

tracked changes may be added to the vendor’s Adobe Acrobat PDF file. 

5. Clients should review the electronic documents to make sure that they are complete (e.g., no 

obvious missing pages or exhibits in the contract, all entries filled in on the Contract 

Processing and Approval Form as required) and legible.  This includes obtaining the required 

approvals by and signatures from Information Technology Services (ITS). 

6. Attach the two documents to an electronic mail message with “SUBJECT: Contract Request for 

Review” and send the message to ogccontracts@marquette.edu.   
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The attorneys will perform the reviews as follows: 

 General comments, such as direction to use a purchase order instead of a contract, or to use a 

different contract format, will be included in an electronic mail response back to the client 

listed on the Contract Processing and Approval Form, along with any additionally required 

attachments.   

 Where possible, changes to the text of the contract will be shown as tracked changes using 

Tracked Changes in Microsoft Word.  Otherwise, an Addendum reflecting changed language 

will be prepared by the attorney and included back with the contract in Adobe Acrobat 9 

format. 

 Explanatory comments may be added next to any changes based on legal concerns or 

objections where the reason and justification for the change may not be apparent.   

 If there are no legal objections or concerns with the Adobe Acrobat PDF version of the 

contract as submitted, or if the changes identified in the Addendum are deemed by the 

attorney likely to obtain vendor approval, a clean and final version of the contract will be 

prepared in Adobe Acrobat that includes the OGC “APPROVED AS TO FORM” stamp.  These 

documents will be password-encrypted.  Clients and vendors will be able to print the 

documents but not make any changes to them. 

 An electronic mail message with the original documents and the approved documents 

attached will be forwarded to the requester if the amount to be paid to or received from the 

other party is less than $10,000.  Otherwise, the Contract Processing and Approval Form and 

the approved version of the contract will be sent to Jenny Alexander in Purchasing, with a 

copy to the contract requester. 

 Contract requesters should allow up to five (5) business days for Office of Finance to review 

and to approve the contract.  The amount of time necessary for the Office of General Counsel 

depends upon the timing of the request and the complexity of the legal issues presented. 

 Questions concerning the substantive provisions of any legal review should be addressed to 

the reviewing attorney via electronic mail message.  Administrative questions, or requests for 

status, should be communicated by electronic mail message to the electronic mail address 

ogccontracts@marquette.edu.  You should also feel free to call if you prefer, to the OGC 

general number at 288-7343. 

  

OGC appreciates your efforts to follow these conventions and improve the efficiency and 

accountability of this process.  
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