
Agreement Initiator (AI) contacts Associate Provost-Academic 
Affairs (APAA) and SACS Liaison

APAA obtains preliminary approval from Provost and provides AI 
with agreement template

AI notifies all affected parties and collaborates with 
Partner Institution (PI) to prepare draft agreement.

AI provides draft to APAA

APAA obtains additional approval from Provost/Deans

APAA notifies 
SACS 

Accreditation 
Liaison

APAA notifies Dir. of 
Undergraduate Admissions 

(UGDA) & Dean of 
Graduate School (DGS) 

for review

APAA notifies 
Contract 

Administration 
(CA) for review

APAA notifies 
VPBA’s Budget 
Analyst (BA) for 

review

APAA presents Agreement to AI for review with partner 
institution and completion of the signature form. 

(Process repeats until all parties are in agreement)

Agreement in Final Form

APAA notifies President & Provost for final review

APAA notifies President to arrange Official Signing

Agreement is Signed

APAA provides one signed original for PI, then files original with President; 
provides copy to: AI, VPAA, UGDA, DGS, CA, Dean of College, BA, 

Registrar, University Police Dept., and SAC Liaison

Agreement Reviewed Yearly
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