
START
Contract Process Begins

Start/End of Contract 
Process

Process

Decision

Document

Data Entry

1. Review Signing Authority Matrix

2. Identify Agreement Type

3. Identify Signatory 1 & 2

4. Obtain Executive Summary
Link: Executive Summary for Contract Review a nd Approval

4. Obtain Executive Summary
Link: Executive Summary for Contract Review a nd Approval

5. Choose Contract Form
Step 1 of Executive Summary

Link: Approved Contract Templates

5. Choose Contract Form
Step 1 of Executive Summary

Link: Approved Contract Templates

6. Record Contract Details
Step 2 of Executive Summary

Link: Record Details  in Executive 

Summary

6. Record Contract Details
Step 2 of Executive Summary

Link: Record Details  in Executive 

Summary

7. Consult Within Department
Consult your Finance Administrator (Business Administrator) 

and any other stakeho lders with valuable knowledge or 

experience. Define a nd do cument contract’s objectives.

Does the Contract 
Generate Revenue?

NO YES

8. Provide Margin Analysis
Step 3 of Executive Summary

Specialist Review Required?
Tool: Specialty Reviewer Decis ion Tree

Specialist Review Required?
Tool: Specialty Reviewer Decis ion Tree

NOYES
Not 

Sure?
9. Consult Contract 

Administrator

10. Consult Specialist Review and Signature

11. Present to Signatory 2 for Review and 
Signature

Link: AdobeSign Instructions

11. Present to Signatory 2 for Review and 
Signature

Link: AdobeSign Instructions

12. Enter Contract into Bonfire
Link: Bonfire Contract Instructions

12. Enter Contract into Bonfire
Link: Bonfire Contract Instructions

END
Contract Process Ends

Send to Supplier for Signature

Contract Review and Approval Sequence
Link: 12 Steps for Contract Review and Approval

Contract Review and Approval Sequence
Link: 12 Steps for Contract Review and Approval

Link: Delegation of Contract Signing AuthorityLink: Delegation of Contract Signing Authority

Tool: Specialty Reviewer Decis ion TreeTool: Specialty Reviewer Decis ion Tree

Link: Delegation of Contract Signing AuthorityLink: Delegation of Contract Signing Authority

Tool: Specialty Reviewer Decis ion TreeTool: Specialty Reviewer Decis ion Tree

Link: Delegation of Contract Signing AuthorityLink: Delegation of Contract Signing Authority

Tool: Specialty Reviewer Decis ion TreeTool: Specialty Reviewer Decis ion Tree

*Any blue text is a hyperlink 
to additional tools/resources*

Link: Specialty Reviewer Decis ion TreeLink: Specialty Reviewer Decis ion Tree

Link: AdobeSign InstructionsLink: AdobeSign Instructions

https://www.algonquincollege.com/finance-administration/contract-review-and-approval-including-executive-summary/
https://www.algonquincollege.com/finance-administration/contract-review-tools/
https://www.algonquincollege.com/finance-administration/approved-contract-templates/
https://www.algonquincollege.com/finance-administration/approved-contract-templates/
https://youtu.be/UJpj7PdWv3o
https://youtu.be/UJpj7PdWv3o
https://www.algonquincollege.com/finance-administration/contract-review-and-approval-including-executive-summary/
https://www.algonquincollege.com/finance-administration/contract-review-tools/
https://www.youtube.com/watch?v=uU4VFcBsWWg https://www.youtube.com/watch?v=1iV9KU40vwM
https://www.youtube.com/watch?v=uU4VFcBsWWg https://www.youtube.com/watch?v=1iV9KU40vwM
https://www.algonquincollege.com/finance-administration/approved-contract-templates/
https://www.algonquincollege.com/finance-administration/approved-contract-templates/
http://www.algonquincollege.com/finance-administration/files/2023/02/AC-Internal-Control-12-Steps-for-Contract-Review-and-Approval.08February2023.pdf
https://www.algonquincollege.com/finance-administration/training-catalogue/
http://www.algonquincollege.com/bog/files/2022/10/BG-II-06-Delegation-of-Contract-Signing-Authority-Policy-APPROVED-BOG-Apr.-25.-2022.pdf
https://www.algonquincollege.com/bog/files/2023/06/BG-II-06-Delegation-of-Contract-Signing-Authority-Policy-APPROVED-June-5-2023.pdf
https://www.algonquincollege.com/finance-administration/contract-review-and-approval-including-executive-summary/
https://www.algonquincollege.com/finance-administration/contract-review-tools/
http://www.algonquincollege.com/bog/files/2022/10/BG-II-06-Delegation-of-Contract-Signing-Authority-Policy-APPROVED-BOG-Apr.-25.-2022.pdf
http://www.algonquincollege.com/bog/files/2022/10/BG-II-06-Delegation-of-Contract-Signing-Authority-Policy-APPROVED-BOG-Apr.-25.-2022.pdf
https://www.algonquincollege.com/finance-administration/contract-review-and-approval-including-executive-summary/
https://www.algonquincollege.com/bog/files/2023/06/BG-II-06-Delegation-of-Contract-Signing-Authority-Policy-APPROVED-June-5-2023.pdf
http://www.algonquincollege.com/bog/files/2022/10/BG-II-06-Delegation-of-Contract-Signing-Authority-Policy-APPROVED-BOG-Apr.-25.-2022.pdf
http://www.algonquincollege.com/bog/files/2022/10/BG-II-06-Delegation-of-Contract-Signing-Authority-Policy-APPROVED-BOG-Apr.-25.-2022.pdf
https://www.algonquincollege.com/finance-administration/contract-review-and-approval-including-executive-summary/
https://www.algonquincollege.com/finance-administration/contract-review-tools/
https://www.algonquincollege.com/finance-administration/contract-review-and-approval-including-executive-summary/
https://www.algonquincollege.com/finance-administration/contract-review-tools/
https://www.youtube.com/watch?v=uU4VFcBsWWg https://www.youtube.com/watch?v=1iV9KU40vwM
https://www.youtube.com/watch?v=uU4VFcBsWWg https://www.youtube.com/watch?v=1iV9KU40vwM
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