
NORTHWESTERN STATE UNIVERSITY 

Delegated Purchasing Authority 
and Contractual Policy 
A practical guide to who may negotiate, approve, sign, or otherwise commit the University. 

VERIFY AUTHORITY BEFORE ACTING 

Employees without delegated authority may not enter into contracts, procure goods or services, extend employment offers, 
negotiate agreements, or otherwise commit the University to an obligation. 

PURCHASING AUTHORITY 

All supplier and contractor negotiations must be conducted 
through the Purchasing Section. Departments may contact 
vendors for preliminary information but may not make 
commitments on behalf of the University. 

CONTRACT AUTHORITY 

Only the President or specifically delegated Vice 
Presidents may execute University contracts. Vice 
Presidents may sign certain personal, professional, 
consulting, and social service contracts up to $49,999, 
excluding legal, architectural, and auditing/accounting 
services. 

RESPONSIBILITY FOR COMPLIANCE 

Budget Unit Heads and Designees initiating procurement accept delegated purchasing authority and are responsible for compliance with 
university policies, the Louisiana Procurement Code, and applicable Executive Orders. Any policy violation remains the responsibility of the 
Budget Unit Head/Designee. 

1 PRELIMINARY CONTACT 

Departments may contact vendors for 
preliminary information. 

2 NEGOTIATION 

Supplier and contractor negotiations must 
go through Purchasing. 

3 CONTRACT REVIEW 

Contracts involving University funds or 
resources must be reviewed through the 
Director of Purchasing before final 
approval. 

The approved delegated signature authority letter is included on the following page. 
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