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______________________________________________________________________


Volunteers may not sign contracts of any kind on behalf of UC, nor otherwise obligate the Regents of the University of California in any way.  All agreements and/or contracts must be executed by an authorized UC employee. The following chart reflects the process for obtaining appropriate signatures.  Please allow 30-60 days for the process.
	Contract Request Process

	4-H Council/Unit Seeking Contract
	County Office
	Regional Office

	




	



	


Transportation (e.g. bus rental) and facility use agreements.





Council/Unit secures information and gives copy of contract/agreement to county 4-H YDP staff/CD.





Council/Unit can pay for transportation and facilities with their funds once UC signatures have been obtained on contracts.





Independent Contractors (e.g. financial auditors)





Council/Unit secures information and gives copy of contract/agreement to county 4-H YDP staff/CD.





Once the contract is approved, Unit/Council writes check to UC Regents to cover expense.





Purchase Orders (e.g. e-scrip, sales agreements, equipment)





Council/Unit secures information and gives copy of contract/agreement to county staff/CD.





Once the purchase order/contract is approved, Unit/Council writes check to UC Regents to cover expense.














Requests are reviewed by   4-H YDP staff and county director.  


4-H YDP Staff/county director work with ANR Risk Services to secure appropriate signatures.





Regional Office assists in troubleshooting problems that may arise.





Regional Office assures appropriate information is obtained, approves and submits following standard procedure.  Notifies 4-H YDP staff/county director when approved.  Assures funds are deposited into appropriate UC account to cover expense. 




















Requests are reviewed by   4-H YDP staff and county director.  Appropriate forms are completed and submitted to Regional Office following standard regional procedure.  Once approved, County office staff receipts check from club/council and deposits in local Bank of America following standard regional procedure.











Regional Office assures appropriate information is obtained, approves and submits IC forms following standard procedure.  Notifies 4-H YDP staff and county director when approved.  Assures funds are deposited into appropriate UC account to cover expense.





Requests are reviewed by   4-H YDP staff and county director.  Appropriate forms are completed and submitted to Regional Office following standard regional procedure.  Once approved by county 4-H YDP office staff, receipts check from club/council and deposits in local Bank of America following standard regional procedure.













