

Dear Colleagues:

To better manage and track our work flow, the Office of General Counsel is implementing the following process regarding requests for legal review or creation of contracts (e.g., memorandums of understanding, affiliation agreements, speaker engagements, etc.) All such requests should be emailed to T.J. Phinney at TPhinney@missouristate.edu.  Upon receipt, T.J. will log your request and ensure that it is placed in the work queue of either the General Counsel or the Assistant General Counsel.    

Requests may be submitted by individuals at the level of department head of higher; however, only those individuals referenced in the Delegation of Contract Authority  http://www.missouristate.edu/policy/op8_05_delegationofcontractingauthority.htm are authorized to sign agreements on behalf of the University.  

Please note that in most circumstances, requests for review will be completed within two (2) weeks of the initial submission.  In the event that circumstances are such that you need to request expedited review, please communicate the nature of your urgency, including any deadlines, in your initial email correspondence to T.J.  

It is our sincere hope that this process will help us better serve your departments and manage your expectations. 

Thank you for your attention in this matter. 
[bookmark: _GoBack]
Rachael M. Dockery 
General Counsel 
Missouri State University 
417-836-8507

