Information Sheet concerning CES Agreements requiring Purdue University Signature

Effective June 22, 2001

1. The type of agreements these procedures apply to include the following items (this list isn’t all inclusive but should be used as an example of the type of documents):

A. Lease Agreements

B. Memorandum of Understanding

C. Equipment Rental

D. Contract for Use of Conference and Retreat Center

E. Rental of Hotel meeting rooms

F. Application Permit for Use of School Facilities

2. This routing process does not affect Sponsored Program grants and contract agreements (Funds 500 – 699) as they continue to be coordinated with Brian Brewer.

3. Any of the above types of agreements involving the use of County funds, property or business should be handled according to County policy and procedures and do not need to route for Purdue University signature.

4. Any of the above types of agreements involving the use of Purdue University funds (included the Ed funds) or Purdue University related activity should be handled according to Purdue University policy and procedures.

5. If you are uncertain whether an agreement needs to be signed by an authorized Purdue University individual, please fax the agreement using the fax form.

6. If the above type of agreement involves an associated organization with Purdue Cooperative Extension Service (4-H related, Homemakers, Garden Club, etc.) and that organization wants Purdue University to be the responsible party, then the agreement should be worded as Purdue University on behalf of the Johnson County Jr. Leaders, for example.  It is acceptable, if the associated organization is a legal entity, for someone associated with that legal entity to sign the agreement and not include Purdue University as a responsible party but a Purdue CES employee should not sign on behalf of that associated organization.

7. Agreements can be faxed or mailed (please include cover sheet) to Debbie Clampitt/Carol Jackson as follows:

Debbie Clampitt/Carol Jackson
Purdue University Cooperative Extension Service

Agricultural Administration Building, Room 108
615 W. State Street

West Lafayette, IN  47907-2053
Phone:  765-494-9253| Fax:  765-496-1104| Email:  clampitd@purdue.edu and jackso48@purdue.edu
8. Please contact Debbie if you have questions concerning the status of the agreement.

9. Please feel free to call Debbie or clampitd@purdue.edu if you have policy or procedure questions.

