
March 9, 2022- Draft

Contracts Process
Purpose: The purpose of this workflow is to outline the requirements and responsibilities for requesting and processing an Expedited Contract using a standard template. Note: Refer to list of approved standard templates on page 3 of this document 
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Enter complete Contract 
Request and upload all 

required documents into 
iContracts. Include copy of 

contract
Stage: Requested

Provide requested 
information to 

Contracts

Review 
contract

Redline draft*
Stage: Draft-

Redline 1

Was all required 
information 
provided?

Return to requester 
with list of required 

information
Stage: To requester 

for more info
Send to Sub-

Business Owner*
Stage: SBO Review

Review 
contract 

Complete, sign and 
return CRFS  to 
Contracts dept.

Review and 
redline

Stage: Draft-
Redline 2

Yes

Send to CEO, CFAO 
and Risk 

Management (if 
reqd.)*

Stage: Senior Leader 
Review

Send to Affiliate for 
review*

Stage: External 
Review

NO

Complete, sign and 
return CRFS  to 
Contracts dept. 

(except risk mgmt)

Review and 
redline

Stage: Draft-
Redline 3

See pg. 2

Start

Notes:
* = Denotes stages that are mandatory for all types of 
contracts
PLAs Only- Sent to Program Coordinators for signatures
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Ap
pr

ov
er Review and 

sign- return to 
Contract² 

Route for 
Authorized 
signatures*

Stage: Internal 
Signatures

Approved?

Review and update 
with sub-business 

owner and 
applicable 
approvers¹ 

Stage: Redline After 
External Review

No

Send notification email with the 
following attached:

Copy of completed contract
Contract Summary Form

Contract Notification Form
Send final executed copy to 

Affiliate
Stage: Active

End
Request completion 

of  Contract 
Summary from FAO

Complete Contract 
Summary and return 

to Contracts dept. 

Prepare final 
document and send 
to external party for 

execution*
Stage: External 

Signature

Yes

Notes:
¹If Compliance or Legal review is required after external 
review, Contracts will route for approval. 
² NDAs only can be signed by the CEO. All other contracts 
must be signed by the Dean.
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Approved Standard Templates:
 AAMC Affiliation Agreement
 Master Affiliation Agreement
 Program Letter of Agreement
 Reverse Master Affiliation Agreement 
 One-Time Letter of Authorization
 CBE Agreement
 Professional Services Agreement
 Hospitalist Agreement
 Non-Disclosure Agreement
 Settlement Agreement


