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The Contract Process?
Presentation Roadmap:
• What is the Office of Contract Admin?
• What is a contract?
• Signatory Authority
• Contract Request
• Contract Approval
• Making a Payment
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What is the Office of Contract 
Administration (“OCA”)?

The Office of Contract Administration serves every MSU department, college, and unit and supports 
their efforts by ensuring that all contracts are managed efficiently, effectively, and in compliance with 
Mississippi State policies and state and federal regulations.
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What is a contract?
“An agreement between two or more parties creating obligations 

that are enforceable or otherwise recognizable at law”

Elements of a contract triggering review by OCA:

1. Written Agreement

2. With an external entity/party/vendor

3. Creating enforceable obligations

4. Requiring MSU’s signature  
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What Contracts Does OCA Review? 

With the exception of employment and research contracts, OCA reviews all other contracts
where MSU is a contracting party.

These contracts typically include:

• Affiliation Agreements                                           
• Book Store/Food 

Service/Athletic Concession
• Hotel/Convention Contracts
• IT Services
• Interlocal Agreements
• Purchase/Sale of Real Estate
• Contract Amendments

• Leases
• Licenses
• Memorandums of Understanding
• Purchase of Goods
• Purchase of Services
• Purchase of Services and Goods
• Revenue Generating Contracts
• Contract Renewals
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OCA Review Continued:

• What about $0 contracts?

• OCA will also review any $0 contracts 
that are not research/employment 
contracts.  This includes $0 academic 
“Affiliation Agreements” and MOUs.

• What about agreements/contracts 
between MSU departments?

• Inter-campus agreements/contracts 
between MSU departments/units are 
not included in the types of contracts 
that must be submitted to OCA for 
review. 
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Who can sign a contract?
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Who can sign a 
contract?

In general, only the following 
individuals are authorized to sign 
contracts and obligate the University.

• President of University
• Director of Contract 

Administration
• Director of the Office of 

Sponsored Projects
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Who can sign a contract?

• In accordance with IHL 
Board Policy 707.02, 
anyone signing a contract 
without authorization is 
subject to disciplinary 
action, up to and 
including termination.
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Contract Requestor
• Departments shall 

name one or more 
Contract Requestor

• Fully understand the 
scope of the contract 
and all requirements 
of the agreement
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Contract Requestor 
Responsibilities

• Verify all services are being performed as set forth in the contract 
(timing, quality, terms and conditions, etc.)

• Verify all costs are consistent with the contract

• Verify all revenues are being received as set forth in the contract

• Verify all bonds and insurance documents are received, considered 
adequate and properly filed

• Key contract payments and adjust contract budget as needed to 
document revenues/payments
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Contract Approver 
Responsibilities

• By approving a Bully Buy contract request, 
Approvers are attesting to the following:
• They have the budgetary authority to make all payments 

related to the contract.
• They know the contract will further the mission of MSU
• They do not have or know of any conflicts of interest 

related to the agreement
• They have identified risks (financial, reputational, other), 

if any,  to MSU related to the contract and have taken the 
proper actions to mitigate the risk.
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Contract Approver
• All contracts must be approved by the 

Department Head or Director

• Contracts over $75,000 must be 
approved by the appropriate VP

• Contracts $250k-$500k, approved by 
VPFA

• Contracts over $500k approved by Dr. 
Keenum
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IHL Approval Required

• IHL approval is required for the following:

• Prepayments over $5,000
– Submit Contract, Agenda Item

• Contracts over $2,000,000 (full Board approval)
– Submit Contract, Agenda Item, Ownership Form, 

Contract Attachment Form 

• Leases over 12 months
– Submit Contract, Agenda Item
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Bully Buy Terminology
• Below are frequently referenced terms used throughout training and seen 

within the Bully Buy system

• Contract Request: A contract request is a form that’s used as an intake for new contract 
requests.  A department will complete the form and submit, this form will route through 
a workflow and end up with Contract Administration for the contract redlining, 
signature, and execution process.

• Contract: A contract in Bully Buy is created from a fully approved contract request.  The 
contract record is where the redlining/negotiation and signature/execution take place.

• Redlining/Review: This is where a contract is sent between Contract Administration 
and contracting parties for revisions of the contract language

• Signature: Contracts will be signed using eSignature through BullyBuy, the executed 
agreement can be found by opening the contract record, once signed
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BullyBuy Process

Contract Process

Contract request 
submitted

Contract request 
approvals Legal review Contract 

redlining
Contract
signature

Contract
execution and 

lifecycle 
management

Items in blue are completed by Contract Requestors
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Bully Buy Training Agenda
• Contract Request Training

•BullyBuy overview and navigation
•Dashboard, quick search, actions items, notifications

•Submitting a contract request
•Required fields, attachment of documentation, visibility into approval 
process

•Searching Capabilities
•Searching for submitted and draft contract requests
•Searching for and viewing contract from approved request

•Submitting a direct pay for payment against a contract
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Logging in

Bullybuy.msstate.edu  

Test.bullybuy.msstate.edu
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Questions?
• Contracts.msstate.edu  

• jeremy.clay@msstate.edu

• 662-325-8131

mailto:jeremy.clay@msstate.edu
mailto:jeremy.clay@msstate.edu

	Business Personnel Training Series -  All Things Contracts!
	The Contract Process?
	What is the Office of Contract Administration (“OCA”)?
	What is a contract?
	What Contracts Does OCA Review? 
	OCA Review Continued:
	Who can sign a contract?
	Slide Number 8
	Who can sign a contract?
	Who can sign a contract?
	Contract Requestor
	Slide Number 12
	Slide Number 13
	Contract Approver
	Slide Number 15
	Slide Number 16
	Bully Buy Terminology
	BullyBuy Process
	Bully Buy Training Agenda
	Logging in
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Questions?

