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Part I 
Reason for Procedure 

1.1 The purpose of these procedures is to support the Signing of Agreements Policy. 

Part II 
Procedural Content 

Definitions 

2.1 All terms used as definitions in these procedures shall have the same meaning 
given to them in the policy and the following definitions apply: 

(a) "Agreement" means any arrangement, contract, letter of intent, 
memorandum of understanding, memorandum of agreement or any other 
type of agreement by any name, whether written or electronic, naming or 
otherwise binding the University, and which details the rights, benefits 
and/or obligations of the University.   

(b) "Board" means the Board of Governors of the University of Manitoba. 



(c) "Director" for the purposes of Schedule “A” means a director in or in 
connection with an administrative unit with a direct reporting line to a Vice-
President, Associate Vice-President or Vice-Provost. A job title containing 
the word “director” is not determinative of Signing Authority.  

(d) "Non-Standard Agreement" means any Agreement that is not a Standard 
Agreement. 

(e) "Policy" means the Signing of Agreements policy. 

(f) "Procedures" means the Signing of Agreements procedures. 

(g) "Settlement Agreement" means any Agreement settling any legal dispute, 
claim, complaint or charge by or against the University, whether or not the 
claim was filed or in writing.  A legal claim includes a civil action, a complaint 
before a judicial or quasi-judicial tribunal and any other action that 
potentially engages the liability of the University.   

(h) "Sign" or "Signing" means any act whereby a Signing Officer binds the 
University into an Agreement, and includes the following: 

(i) affixes his/her signature to an original paper document; 

(ii) affixes his/her electronic signature, “clicks to accept”, or uses any 
other method of acceptance of an electronic document permitted 
under The Electronic Commerce and Information Act (Manitoba); 

(iii) uses a University Purchasing Card or Credit Card; or 

(iv) utilizes the University’s online travel booking or purchasing tools. 

(i) "Signing Officer" means an employee of the University or officer of the 
Board described by title/position and designated as a signing officer under 
these Procedures, including Schedule “A”. 

(j) "Standard Agreement" means an Agreement approved by the Office of 
Legal Counsel for use as a Standard Agreement.  Standard Agreements 
will normally be posted on the website of the Office of Legal Counsel under 
the heading “Standard Agreements”.  

(k) "Term" means the total length of time which an Agreement is in effect (for 
example: from the effective date of the Agreement to the date on which the 
Agreement terminates). Terms should be calculated including any term 
extensions outlined in the Agreement.  

(l) "University" means The University of Manitoba. 



(m) "Vault" means the central administration contracts vault maintained by the 
Office of Legal Counsel.  

Signing Officer’s Authority to Sign 

2.2 The Board Chair has the authority to approve the hiring of, and Sign offer letters 
for, the President. 

2.3 The President and Vice-President (Administration) have the authority to Sign all 
Agreements, including Standard or Non-Standard Agreements, regardless of 
value, except for those outlined in section 2.2, above. 

2.4 The Vice-President (Research and International) has the authority to Sign all 
Agreements described in Schedule “A” as Research Agreements (including data 
sharing agreements related to research projects), International Agreements and 
Technology Transfer Agreements, including Standard and Non-Standard 
Agreements and all Agreements and documents related thereto, regardless of 
value. 

2.5 The Provost and Vice-President (Academic) has the authority to Sign all 
Agreements described in Schedule “A” as Academic Agreements (within Canada), 
whether Standard or Non-Standard, regardless of value. 

2.6 The Vice President (External) has the authority to Sign all Agreements described 
in Schedule “A” as Gift Agreements, whether Standard or Non-Standard 
Agreements, regardless of value. 

2.7 Subject to Sections 2.8 and 2.9 of these Procedures and Section 2.7 of the Policy 
(Prior Board of Governors Approval), Standard Agreements and Non-Standard 
Agreements may be Signed by a Signing Officer as set out in Schedule “A” of these 
Procedures.  If the type of Agreement is not listed in Schedule “A”, it may be Signed 
by the President, the Vice-President (Administration) or the appropriate Vice-
President as identified in sections 2.2 to 2.5 of these Procedures. 

2.8 Authorized holders of a University Purchasing Card or Travel Card are deemed to 
be Signing Officers for the sole purpose of using such a card in accordance with 
the Purchasing Policy and Procedures, Travel and Business Expense Claims 
Policy and Procedures, and the Cardholder Agreement. 

Legal Review Required for Agreements 

2.9 The Office of Legal Counsel must review and approve all Agreements prior to 
Signing by a Signing Officer, with the exception of Agreements that are identified 
in Schedule “B” of these Procedures.  

2.10 Notwithstanding Schedule “B” of these Procedures, where a Signing Officer, acting 
reasonably, determines that a Standard or Non-Standard Agreement meets one 
or more of the following criteria, it must be reviewed by the Office of Legal Counsel, 



which may refer the Agreement to the President or the appropriate Vice-President, 
for Signing: 

(a) the Agreement is of particular importance; 

(b) the Agreement presents an unusually high risk; 

(c) the Agreement could bring the University under public scrutiny; 

(d) the Agreement could affect the reputation of the University or involves 
controversial matters; or 

(e) the Agreement involves the collection, use or disclosure of personal and/or 
personal health information as defined in The Freedom of Information and 
Protection of Privacy Act and The Personal Health Information Act. 

2.11 All Agreements, whether Standard or Non-Standard, which require prior approval 
of the Board pursuant to Section 2.7 of the Policy must be reviewed and approved 
by the Office of Legal Counsel.  

2.12 Even if a legal review is not required by these Procedures, a Signing Officer may 
refer an Agreement to the Office of Legal Counsel for review to obtain advice and 
guidance. 

2.13 If the Office of Legal Counsel does not approve an Agreement it has reviewed, the 
Agreement may only be Signed with the consent of the President or the Vice-
President (Administration), or the Board. 

2.14 The review done by the Office of Legal Counsel is from a legal perspective only 
and does not include an assessment of the business case underlying the 
Agreement.  The Signing Officer is responsible for ensuring that the Agreement 
fits within the business and operational requirements and that any other 
faculties/departments/units within the University that may be affected by the 
Agreement have been consulted and (if necessary) have approved the Agreement.   

General Principles for Signing of Agreements 

2.15 Signing Officers are authorized to Sign Agreements and to bind the University to 
the terms thereof based upon the dollar amounts (in Canadian funds, exclusive of 
taxes) and subject matter of such Agreements.   

2.16 Where the Term of an Agreement spans multiple years, the total value of the 
Agreement for the purposes of these Procedures is the aggregated total across 
the full Term of the Agreement and it should not be broken down into per annum 
amounts when determining the appropriate Signing Officer.   

2.17 Where it is not possible to determine the exact monetary value of an Agreement, 
for the purposes of these Procedures, the value of the Agreement should be the 



best estimate of the total dollar value to be paid or received by the University over 
the entire Term of the Agreement. If it is determined that a best estimate is not 
possible, the Agreement must be Signed by the President or the appropriate Vice-
President.     

2.18 Where an Agreement is an amendment, extension or renewal of a previously 
executed Agreement, it should still be processed in the same manner as the 
original Agreement and in accordance with the Signing Policy and these 
Procedures.   

2.19 Unless otherwise specified, signing authority is delegated to a position as opposed 
to a specific individual. 

2.20 All Agreements must be entered into in the correct legal name of the University 
which is “The University of Manitoba”.  Faculties, departments, units and individual 
employees should not be named directly as a party to the Agreement. 

2.21 Before Signing an Agreement, the Signing Officer must be satisfied as to the 
following matters: 

(a) that the business terms of the Agreement have been reviewed and are 
acceptable; 

(b) that the University is able to meet its obligations (including financial 
obligations) under the Agreement and that the other party(ies) is/are also 
reasonably likely to meet their obligations; 

(c) that the Agreement complies with all applicable legislation, collective 
agreements and University Policies and Procedures; 

(d) that the Agreement does not conflict with any existing contractual 
obligations; 

(e) that all approvals required by University Policies or Procedures have been 
obtained, including approval by the Board and/or Senate, if required; 

(f) that benefits to, or liabilities of, the University as a result of the Agreement 
have been considered and are reasonable; 

(g) that the risks and liabilities arising from the Agreement have been mitigated 
to a reasonable degree; 

(h) where required by this Procedure, that a legal review has been obtained 
and that the legal issues have been resolved in a manner acceptable to the 
Office of  Legal Counsel; 



(i) that, where the Agreement is a Standard Agreement, it has been completed 
only by the addition of the specific information requested in the document, 
and not by the addition or exclusion of any other information whatsoever;  

(j) that intellectual property interests, proprietary to the University, are 
appropriately protected in terms that confirm with the University’s Policies 
and Procedures, collective agreements and existing legal obligations; and 

(k) that where the collection, use and/or disclosure of personal and/or personal 
health information is involved, a Privacy Impact Assessment has been 
completed where required by the Access & Privacy Office. 

2.22 The President and each Vice-President have the power to restrict, in writing, the 
signing authority of any Signing Officer within their reporting unit(s), at any time 
and without cause. 

2.23 Each Signing Officer shall act in good faith and in the best interests of the 
University and shall not Sign any Standard or Non-Standard Agreement whereby 
doing so that Signing Officer is placed in a conflict of interest or would give the 
appearance of being so, unless that conflict has been addressed in writing and in 
accordance with the University’s Conflict of Interest Policy.  

Vault 

2.24 Signing Officers shall ensure that, immediately after execution of an Agreement, 
an executed copy of the Agreement is forwarded to the Office of Legal Counsel for 
cataloging and placement in the Vault.  The Agreement forwarded to the Office of 
Legal Counsel: 

(a) If executed with original signatures, shall be an original executed copy; 

(b) If executed and transmitted by facsimile or electronic means shall include 
copies of all counterparts; 

(c) If executed by electronic signature or “click to accept”, should include a copy 
of all terms and conditions, and an acknowledgment by the Signing Officer 
(in a form acceptable to the Office of Legal Counsel) that the Signing Officer 
has accepted or authorized the Agreement.  

2.25 Certain types of Agreements do not need to be forwarded to the Office of Legal 
Counsel for placement in the Vault, but must be maintained locally, in accordance 
with the applicable records authority schedule, or forwarded to another central 
office.  These agreements include: 

(a) Agreements described in Schedule “A” as Employment Related 
Agreements need not be forwarded to the Office of Legal Counsel but may 
be required to be forwarded to Human Resources; and 



(b) Other Agreements identified on the website of the Office of Legal Counsel 
as not required for the Vault.    

Part III 
Accountability 

3.1 The Office of Legal Counsel is responsible for advising the Vice-President 
(Administration) that a formal review of this Procedure is required. 

3.2 The Associate Vice-President (Fair Practices & Legal Affairs) is responsible for the 
implementation, administration and review of this Procedure. 

3.3 All University employees are responsible for complying with this Procedure. 

Part IV 
Review 

4.1 Governing Document reviews shall be conducted every ten (10) years.  The next 
scheduled review date for this Procedure is April 2030. 

4.2 In the interim, this Procedure may be revised or repealed if: 

(a) the Vice-President (Administration) or Approving Body deems it necessary 
or desirable to do so; 

(b) the Procedure is no longer legislatively or statutorily compliant; 

(c) the Procedure is now in conflict with another Governing Document; and/or 

(d) the Parent Policy is revised or repealed. 

Part V 
Effect on Previous Statements 

5.1 This Procedure supersedes all of the following: 

(a) all previous Board of Governors/Senate Governing Documents on the 
subject matter contained herein; and 

(b) all previous Administration Governing Documents on the subject matter 
contained herein. 



Part VI 
Cross References 

6.1 This Procedure should be cross referenced to the following relevant Governing 
Documents, legislation and/or forms 

(a) Schedule “A”; 

(b) Schedule “B”; 

(c) Signing of Agreements Policy; 

(d) Purchasing Policy; 

(e) Financial Administration and Control of Research and Special Funds; 

(f) Administration and Control of Operating Funds; 

(g) Research Agreements Policy;  

(h) Space Policy; and 

(i) Travel and Business Expense Claims Policy. 

 

http://umanitoba.ca/admin/governance/governing_documents/financial/379.html


SCHEDULE “A” 
 
It is the obligation of the Signing Officer to comply with all applicable policies and 
procedures, including the Purchasing, Research Agreements and Travel and Business 
Expense Policies and Procedures. 
 

Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

   

A) Real Property 
Agreements 

  

 i) short term use of 
University facilities  

Up to $250,000 Dean or Director responsible for the 
space at issue, or Associate Vice-
President (Administration) 

 ii) student residency 
agreement 

Up to $250,000 Director of Ancillary Services, or 
Director of Student Residences 

 iii) lease of University 
property 

Up to $250,000 Associate Vice-President 
(Administration) 

iv) lease of other’s 
property 

Up to $250,000 Associate Vice-President 
(Administration) 

 v) short term use of 
facilities assigned 
to Conference and 
Catering Services 

Up to $250,000 Director of Ancillary Services, or 
Director of Conference and Catering 
Services 

vi)  mines & minerals 
leases 

Up to $250,000 Director, Treasury Services 

   

B) Purchasing 
Agreements 

  

 i) purchase of goods 
or services 

Up to $250,000 Dean or Director responsible for the 
budget paying for the goods or 
services 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

ii) authorizing the 
issuing of a 
procurement 
process or 
competitive bid 
(does not include 
finalizing or 
Signing 
Agreement) 

 Primary Financial Authority or Alternate 
Financial Authority as determined by 
Financial Services 

 iii) equipment lease Up to $250,000 Dean or Director responsible for the 
budget paying for the equipment 

 iv) software licences Up to $250,000 Dean or Director responsible for the 
budget paying for the software licences 

 v)  authorizing 
Purchasing 
Services to issue 
electronic orders 
(purchase orders 
for goods or 
services, or 
service 
agreements)  

 

 Dean, Director or Primary Financial 
Authority or Alternate Financial 
Authority as determined by Financial 
Services for the budget paying for the 
service or goods 

 vi) purchase of 
books, journals 
and other print 
publications, video 
and audio 
recordings for 
Libraries  

Up to $250,000 University Librarian 

 

 vii) licence for 
electronic 
resources, 
including books, 
journals and other 
publications for 
Libraries  

Up to $250,000 University Librarian 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

viii) purchases using 
business expense 
tools or cards 

Up to limits 
allowed by 
business 
expense tools 

 Primary Financial Authority or 
Alternate Financial Authority as 
determined by Financial Services and 
claimant’s one-over-one  

ix) purchases using 
online travel 
booking tools and 
cards 

Up to limits 
allowed by travel 
booking and 
business 
expense tools 

Primary Financial Authority or Alternate 
Financial Authority as determined by 
Financial Services and claimant’s one-
over-one in accordance with Travel 
Policy 

   

C) Service Agreements   

 i) providing services 
to others 

Up to $250,000 Dean or Director responsible for the 
provision of the services  

   

D) Agreements with 
Students 

  

 i) graduate student – 
advisor agreement 
relating to sharing 
of intellectual 
property  

 Dean of Graduate Studies and advisor 

 ii) return of service 
agreement 

Up to $250,000 Dean or Director of the Faculty in 
which the student is registered, and 
where more than one faculty is 
involved, by the Dean of the Faculty 
paying for the student’s tuition and 
therefore entitled to return of service 

   

E) Academic 
Agreements (within 
Canada) 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

 i) student 
placements 

 Dean of the Faculty from which 
students will be placed, or Provost and 
Vice President (Academic) (if more 
than one Faculty) 

 ii) inter-institutional 
student transfers, 
articulation 
agreements 

 Dean of the Faculty to or from which 
students will be transferred, or Provost 
and Vice President (Academic) (if more 
than one Faculty) 

 iii) student or faculty 
exchange 

 Dean of the Faculty to or from which 
students will be placed, or Provost and 
Vice President (Academic) (if more 
than one Faculty) 

 iv) academic 
affiliation or 
collaboration 
agreement 

 Dean of Faculty seeking affiliation, or 
Provost and Vice President (Academic) 
(if more than one Faculty)  

   

F) International 
Agreements 

  

 i) international 
memorandum of 
understanding or 
other general 
international 
affiliation 

 Associate Vice-President 
(Partnerships)  

 ii) international 
student or faculty 
exchange 

 Dean of the Faculty sending or 
receiving students or faculty, or 
Associate Vice-President 
(Partnerships) (if more than one 
Faculty) 

 iii) international post-
graduate training 
agreement 

Up to $250,000 Dean of the Faculty providing or 
receiving the post-graduate training, or 
Associate Vice-President 
(Partnerships) (if more than on Faculty) 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

 iv) international 
student transfer 
program 
agreement 

Up to $250,000 Dean of the Faculty receiving or 
sending students, or Associate Vice-
President (Partnerships)  

 v) contribution 
agreement with 
funding agency for 
international 
development 
projects 

Up to $250,000 Associate Vice-President 
(Partnerships)  

vi) contribution or 
grant agreement 
with funding 
agency for 
international 
research projects 

Up to $250,000 Director (Research Contracts) or 
Associate Vice-President 
(Partnerships) 

 vii) international 
research 
collaboration 
agreement 

Up to $250,000 Associate Vice-President 
(Partnerships)  

 viii) international 
development 
collaboration 
agreement 

Up to $250,000 Associate Vice-President 
(Partnerships) or Director (Research 
Contracts) 

ix) international 
research 
conference 
agreement 

Up to $250,000 Director (Research Contracts) or 
Associate Vice-President 
(Partnerships) 

   

G) Sponsorship 
Agreements 

Up to $250,000 Dean or Director of unit giving or 
receiving funds 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

H) Research Grants Up to $250,000 Director (Research Services) or Vice-
President (Research and International) 
(if institutional, without value 
restriction) 

   

I) Research Grant 
Agreements 

Up to $250,000 Director (Research Services) or Vice-
President (Research and International) 
(if institutional, without value 
restriction) 

   

J) Research 
Agreements 

  

 i) agreements for 
the funding of 
research  

Up to $250,000 Director (Research Contracts) or Vice-
President (Research and International 
(if institutional, without value 
restriction) 

 ii) material transfer 
agreements 

Up to $250,000 Director (Research Contracts) or Vice-
President (Research and International) 

    iii)   data/information 
sharing/use 
agreements 
related to a 
research project 

 Director (Research Contracts) or Vice-
President (Research and International) 

    iv)    research 
collaboration 
agreements 
including industrial 
research 
collaborations 

Up to $250,000 Director (Research Contracts) or 
Associate Vice-President 
(Partnerships) or Vice-President 
(Research and International) 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

K)  Agreements 
Supporting 
Commercialization of 
Intellectual Property 

  

 i) assignment or 
license of 
intellectual 
property 

Up to $250,000 Director of Technology Transfer or 
Associate Vice-President 
(Partnerships) or Vice-President 
(Research and International) 

ii) assignment or 
license of 
intellectual 
property by the 
researcher to the 
University 

 Director (Research Contracts) or 
Director of Technology Transfer or 
Associate Vice-President 
(Partnerships) or Vice-President 
(Research and International) 

iii) confidentiality or 
non-disclosure 
agreements 
relating to 
research or 
commercialization 
of intellectual 
property 

 Director (Research Contracts) or 
Director of Technology Transfer or 
Associate Vice-President 
(Partnerships)  or Vice-President 
(Research and International) 

iv) Limited Powers of 
Attorney for 
matters related to 
patent registration 
and protection 

 Director of Technology Transfer or 
Associate Vice-President 
(Partnerships) or Vice-President 
(Research and International) 

   

L) Employment Related 
Agreements 

  

 i) employment letter 
of offer and 
renewals for 
Academic Staff 

 Dean or Department Head paying for 
the salary and related costs of the 
employee 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

 ii) requesting Human 
Resources to 
issue employment 
letter or renewal 
for support staff  

 Dean, Director, Department Head or 
Unit Head of the Unit paying for the 
salary and related costs of the 
employee 

 iii) offers of 
employment and 
independent 
contractor 
agreements (and 
renewals) for 
geographic full-
time physicians 

 Dean of College of Medicine 

 iv) secondments Up to $250,000 Dean, Director, Department Head or 
Unit Head of the unit paying for the 
cost of the secondment services; or the 
Dean, Director, Department Head or 
Unit Head of the unit from which the 
employee is seconded to another 
institution 

 v) letters of 
understanding 
under collective 
agreements 

Up to $250,000 Associate Vice-President (Human 
Resources) or Director (Staff 
Relations), or Staff Relations Officers 

vi) settlement of 
grievances for 
individuals  

Up to $250,000 Associate Vice-President (Human 
Resources) or Director (Staff 
Relations) or Staff Relations Officers 

vii)  agreements 
 related to the 
 termination of 
 employment 

Up to $250,000 Dean or Director of the unit in which 
the person was employed or Associate 
Vice-President (Human Resources) or 
Director (Staff Relations) or Director of 
Client Services 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

M) Construction, Design 
and Renovation 
Agreements, 
including change 
orders and contract 
amendments 

Up to $250,000 Director of Architectural and 
Engineering Services or Associate 
Vice-President (Administration) 

   

N)  Gift Agreements   

i) endowment  or 
other gift 
agreement 

Up to $250,000 Associate Vice-President (Donor 
Relations) 

Over $250,000 Vice-President (External) 

ii) estate beneficiary 
release 

Up to $250,000 Associate Vice-President (Donor 
Relations) 

Over $250,000 Vice-President (External) 

iii) gifts to Libraries or 
Archives 

Up to $250,000 University Librarian or Associate Vice-
President (Donor Relations) 

   

O) Athletic Agreements   

i) agreements for 
University athletic 
teams to play 
games or 
tournaments at 
other institutions 

 Athletic Director 

ii) agreements for 
athletic teams to 
play games or 
tournaments at 
other institutions 

 Athletic Director 
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Type of Agreement  Value 
Restriction*1*2 

Signing Officer*4 

P)  Insurance 
Agreements 

  

i) entering into a 
contract of 
insurance 

Premiums up to 
$250,000 

Chief Risk Officer 

ii) proof of loss, 
release of insurer 

Up to $250,000 Chief Risk Officer 

   

O) Non-Disclosure or 
Confidentiality 
Agreements that do not 
pertain to research or 
commercialization 

 Dean or Director of unit 

   

R) Agreements for goods 
or services for 
Bookstore operations 

 Associate Director, Ancillary Services 
or Director, Ancillary Services 

   

R) All other Agreements 
not listed above 

 President or Vice-President 
(Administration) 

 
 
1 - Where the value of an Agreement cannot be determined, the Signing Officer shall 
revert to the President or the Vice-President (Administration), or any other Vice-
President with authority over they particular type of Agreement. 
2 – Values are listed on a per-Agreement basis, not an annual or other basis.  Signing 
Officers shall not enter into multiple Agreements for the purpose of avoiding this 
restriction. 
3 – Where an Agreement relates to multiple units, the Signing Officer should have 
authority over all the units.  For example, an Agreement covering multiple Departments 
should be signed by the Dean, rather than the Department Head. 



Schedule “B” 
 

1. Standard Agreements 
 

2. The following types of Agreements, although Non-Standard, may be signed 
without review by the Office of Legal Counsel: 

 
a. An individual user may sign electronic documents for software licenses 

particular to an individual employee or an individual computer in accordance 
with the Purchasing Policy and The Electronic Commerce and Information Act 
(Manitoba).  Electronic documents for software licenses with multiple users 
must be signed by a Signing Officer in accordance with this Policy and the 
Procedures; 

 
b. Authorized holders of a University Purchasing Card or Credit Card may use 

such card in accordance with the Purchasing Policy and Procedures, Travel 
and Business Expense Claims Policy and Procedures, and the Cardholder 
Agreement; 

 
c. Online travel booking and purchasing tools may be used by authorized 

employees in accordance with the Purchasing Policy and Procedures and the 
Travel and Business Expense Claims Policy and Procedures; 

 
d. Agreements made on the University’s Standard Purchase Terms and 

Conditions for goods or services may be entered into by authorized 
employees in accordance with the Purchasing Policy and Procedure; 

 
e. Construction Contract Change Orders; 
 
f. Agreements for the rental of hotel rooms, conference rooms, meeting space 

and catering, for the purpose of a meeting, banquet or conference, where the 
total value is less than $25,000; 

 
g. Agreements for the purchase of books, journal subscriptions, or other print 

publications, audio or video recordings for the Libraries, where the total value 
is less than $250,000;  

 
h. Agreements for licensing electronic resources for the Libraries, including 

books, journals and other publications, where the total value is less than 
$250,000; 

 
i. Agreements for University athletic teams to play games or tournaments at 

other institutions;  
 
j. Agreements for athletic terms to play games or tournaments at the University; 
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k. Contracts of Insurance; 
 
l. Speaker/Performer Engagement Agreements; 
 
m. Limited Powers of Attorney for matters related to patent registration and 

protection, pensions or investments, or international shipping; 
 
n. Agreements for the University’s purchase of advertising (e.g. billboard 

advertising, advertisements in print, radio, etc.). 
 
o. Amending Agreements solely for the extension of the term of the Agreement, 

provided the provided the extension does not increase the value of the 
Agreement. 

 
p. Research or technology related Confidentiality Agreements and Non-

Disclosure Agreements which do not require assignment or licensing of 
intellectual property by the University. 

 
q. Incoming Material Transfer Agreements which do not require assignment or 

licensing of intellectual property by the University. 
 
r. Tri-Council Transfer Letters which do not require assignment or licensing of 

intellectual property by the University. 
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	(iii) uses a University Purchasing Card or Credit Card; or
	(iv) utilizes the University’s online travel booking or purchasing tools.

	(i) "Signing Officer" means an employee of the University or officer of the Board described by title/position and designated as a signing officer under these Procedures, including Schedule “A”.
	(j) "Standard Agreement" means an Agreement approved by the Office of Legal Counsel for use as a Standard Agreement.  Standard Agreements will normally be posted on the website of the Office of Legal Counsel under the heading “Standard Agreements”.
	(k) "Term" means the total length of time which an Agreement is in effect (for example: from the effective date of the Agreement to the date on which the Agreement terminates). Terms should be calculated including any term extensions outlined in the A...
	(l) "University" means The University of Manitoba.
	(m) "Vault" means the central administration contracts vault maintained by the Office of Legal Counsel.

	2.2 The Board Chair has the authority to approve the hiring of, and Sign offer letters for, the President.
	2.3 The President and Vice-President (Administration) have the authority to Sign all Agreements, including Standard or Non-Standard Agreements, regardless of value, except for those outlined in section 2.2, above.
	2.4 The Vice-President (Research and International) has the authority to Sign all Agreements described in Schedule “A” as Research Agreements (including data sharing agreements related to research projects), International Agreements and Technology Tra...
	2.5 The Provost and Vice-President (Academic) has the authority to Sign all Agreements described in Schedule “A” as Academic Agreements (within Canada), whether Standard or Non-Standard, regardless of value.
	2.6 The Vice President (External) has the authority to Sign all Agreements described in Schedule “A” as Gift Agreements, whether Standard or Non-Standard Agreements, regardless of value.
	2.7 Subject to Sections 2.8 and 2.9 of these Procedures and Section 2.7 of the Policy (Prior Board of Governors Approval), Standard Agreements and Non-Standard Agreements may be Signed by a Signing Officer as set out in Schedule “A” of these Procedure...
	2.8 Authorized holders of a University Purchasing Card or Travel Card are deemed to be Signing Officers for the sole purpose of using such a card in accordance with the Purchasing Policy and Procedures, Travel and Business Expense Claims Policy and Pr...
	2.9 The Office of Legal Counsel must review and approve all Agreements prior to Signing by a Signing Officer, with the exception of Agreements that are identified in Schedule “B” of these Procedures.
	2.10 Notwithstanding Schedule “B” of these Procedures, where a Signing Officer, acting reasonably, determines that a Standard or Non-Standard Agreement meets one or more of the following criteria, it must be reviewed by the Office of Legal Counsel, wh...
	(a) the Agreement is of particular importance;
	(b) the Agreement presents an unusually high risk;
	(c) the Agreement could bring the University under public scrutiny;
	(d) the Agreement could affect the reputation of the University or involves controversial matters; or
	(e) the Agreement involves the collection, use or disclosure of personal and/or personal health information as defined in The Freedom of Information and Protection of Privacy Act and The Personal Health Information Act.

	2.11 All Agreements, whether Standard or Non-Standard, which require prior approval of the Board pursuant to Section 2.7 of the Policy must be reviewed and approved by the Office of Legal Counsel.
	2.12 Even if a legal review is not required by these Procedures, a Signing Officer may refer an Agreement to the Office of Legal Counsel for review to obtain advice and guidance.
	2.13 If the Office of Legal Counsel does not approve an Agreement it has reviewed, the Agreement may only be Signed with the consent of the President or the Vice-President (Administration), or the Board.
	2.14 The review done by the Office of Legal Counsel is from a legal perspective only and does not include an assessment of the business case underlying the Agreement.  The Signing Officer is responsible for ensuring that the Agreement fits within the ...
	2.15 Signing Officers are authorized to Sign Agreements and to bind the University to the terms thereof based upon the dollar amounts (in Canadian funds, exclusive of taxes) and subject matter of such Agreements.
	2.16 Where the Term of an Agreement spans multiple years, the total value of the Agreement for the purposes of these Procedures is the aggregated total across the full Term of the Agreement and it should not be broken down into per annum amounts when ...
	2.17 Where it is not possible to determine the exact monetary value of an Agreement, for the purposes of these Procedures, the value of the Agreement should be the best estimate of the total dollar value to be paid or received by the University over t...
	2.18 Where an Agreement is an amendment, extension or renewal of a previously executed Agreement, it should still be processed in the same manner as the original Agreement and in accordance with the Signing Policy and these Procedures.
	2.19 Unless otherwise specified, signing authority is delegated to a position as opposed to a specific individual.
	2.20 All Agreements must be entered into in the correct legal name of the University which is “The University of Manitoba”.  Faculties, departments, units and individual employees should not be named directly as a party to the Agreement.
	2.21 Before Signing an Agreement, the Signing Officer must be satisfied as to the following matters:
	(a) that the business terms of the Agreement have been reviewed and are acceptable;
	(b) that the University is able to meet its obligations (including financial obligations) under the Agreement and that the other party(ies) is/are also reasonably likely to meet their obligations;
	(c) that the Agreement complies with all applicable legislation, collective agreements and University Policies and Procedures;
	(d) that the Agreement does not conflict with any existing contractual obligations;
	(e) that all approvals required by University Policies or Procedures have been obtained, including approval by the Board and/or Senate, if required;
	(f) that benefits to, or liabilities of, the University as a result of the Agreement have been considered and are reasonable;
	(g) that the risks and liabilities arising from the Agreement have been mitigated to a reasonable degree;
	(h) where required by this Procedure, that a legal review has been obtained and that the legal issues have been resolved in a manner acceptable to the Office of  Legal Counsel;
	(i) that, where the Agreement is a Standard Agreement, it has been completed only by the addition of the specific information requested in the document, and not by the addition or exclusion of any other information whatsoever;
	(j) that intellectual property interests, proprietary to the University, are appropriately protected in terms that confirm with the University’s Policies and Procedures, collective agreements and existing legal obligations; and
	(k) that where the collection, use and/or disclosure of personal and/or personal health information is involved, a Privacy Impact Assessment has been completed where required by the Access & Privacy Office.

	2.22 The President and each Vice-President have the power to restrict, in writing, the signing authority of any Signing Officer within their reporting unit(s), at any time and without cause.
	2.23 Each Signing Officer shall act in good faith and in the best interests of the University and shall not Sign any Standard or Non-Standard Agreement whereby doing so that Signing Officer is placed in a conflict of interest or would give the appeara...
	2.24 Signing Officers shall ensure that, immediately after execution of an Agreement, an executed copy of the Agreement is forwarded to the Office of Legal Counsel for cataloging and placement in the Vault.  The Agreement forwarded to the Office of Le...
	(a) If executed with original signatures, shall be an original executed copy;
	(b) If executed and transmitted by facsimile or electronic means shall include copies of all counterparts;
	(c) If executed by electronic signature or “click to accept”, should include a copy of all terms and conditions, and an acknowledgment by the Signing Officer (in a form acceptable to the Office of Legal Counsel) that the Signing Officer has accepted o...

	2.25 Certain types of Agreements do not need to be forwarded to the Office of Legal Counsel for placement in the Vault, but must be maintained locally, in accordance with the applicable records authority schedule, or forwarded to another central offic...
	(a) Agreements described in Schedule “A” as Employment Related Agreements need not be forwarded to the Office of Legal Counsel but may be required to be forwarded to Human Resources; and
	(b) Other Agreements identified on the website of the Office of Legal Counsel as not required for the Vault.


	Part III  Accountability
	3.1 The Office of Legal Counsel is responsible for advising the Vice-President (Administration) that a formal review of this Procedure is required.
	3.2 The Associate Vice-President (Fair Practices & Legal Affairs) is responsible for the implementation, administration and review of this Procedure.
	3.3 All University employees are responsible for complying with this Procedure.

	Part IV  Review
	4.1 Governing Document reviews shall be conducted every ten (10) years.  The next scheduled review date for this Procedure is April 2030.
	4.2 In the interim, this Procedure may be revised or repealed if:
	(a) the Vice-President (Administration) or Approving Body deems it necessary or desirable to do so;
	(b) the Procedure is no longer legislatively or statutorily compliant;
	(c) the Procedure is now in conflict with another Governing Document; and/or
	(d) the Parent Policy is revised or repealed.


	Part V  Effect on Previous Statements
	5.1 This Procedure supersedes all of the following:
	(a) all previous Board of Governors/Senate Governing Documents on the subject matter contained herein; and
	(b) all previous Administration Governing Documents on the subject matter contained herein.


	Part VI  Cross References
	6.1 This Procedure should be cross referenced to the following relevant Governing Documents, legislation and/or forms
	(a) Schedule “A”;
	(b) Schedule “B”;
	(c) Signing of Agreements Policy;
	(d) Purchasing Policy;
	(e) Financial Administration and Control of Research and Special Funds;
	(f) Administration and Control of Operating Funds;
	(g) Research Agreements Policy;
	(h) Space Policy; and
	(i) Travel and Business Expense Claims Policy.



