LYNCHBURG COLLEGE

Contract Approval Form

(Please attach to contract)

The Vice President for Business and Finance and/or his designee (usually the Associate Vice President) are authorized to sign contracts for the College.  

Please complete the information requested below so that we will have all necessary documentation.  As the sponsor, it is your responsibility to arrange all of the following, if required by the contract:  meeting place, lodging, transportation, meals, equipment, and request for payment.  It is very important that you handle the request for payment in order to be sure that payment is made only when appropriate.  The Business Office must have a signed contract or letter of agreement on file before payment can be made.  If a contract is not used, please request that a letter of agreement be issued by the Business Office.  Thank you.


John C. Lewis


Associate Vice President for

Business and Finance

 FORMCHECKBOX 
 Dr.    FORMCHECKBOX 
 Mr.    FORMCHECKBOX 
 Mrs.    FORMCHECKBOX 
 Ms.

Name of Speaker/Performer:  









Date of Event:  


  Time of Event:  




Facility to be Used:  


  Type of Event:  




Speakers Address:  









Sponsoring Department:  
 Sponsor’s Representative:  




Budget Account #:  

  Amount:  






A. Sponsor will arrange for payment as follows:


___1.  College will be invoiced by Agent.


___2.  Sponsor has sent a check request to Accounts Payable.


___3.  Other (specify)









B. Please indicate if the College will pay for travel and/or lodging; if so, please fill in the amount below.



Travel
 FORMCHECKBOX 
  No
 FORMCHECKBOX 
  Yes    Amount,     $________________



Lodging 
 FORMCHECKBOX 
  No
 FORMCHECKBOX 
  Yes    Amount,     $________________

C. Sponsor has reserved a room(s) at an appropriate hotel using Purchase Order No. ____________ (which can be obtained from Purchasing, extension 8418).   ___Yes   ____Not Applicable

D. Please indicate if   FORMCHECKBOX 
 Contract attached  or    FORMCHECKBOX 
 Business Office is to issue a Letter of Agreement
E. Contract to be    FORMCHECKBOX 
   Returned to Sponsor for mailing  or    FORMCHECKBOX 
  Mailed by Business Office  

REQUIRED SIGNATURES:
Department Chair Signature             Date               President, Dean or Vice President              Date
Note:  Please be sure this form and all applicable items on the contract are complete before sending to the Business Office.

JCL/jo
110107
