DATE: ____________
TO:
Mark McGurk
Vice President for Business Affairs
THROUGH:
(_____________________) Vice President/Provost
THROUGH:
(_____________________) Dean
THROUGH:
(____________________  ) Department Chair
FROM: 
(_____________________) Department Head

SUBJECT:
Contract Review

Attached for your review please find a contract or agreement between _______________ (department) at The University of Texas at El Paso and _____________ (company or contractor) for ______________ (description of services). The term of the proposed agreement is_____  ___(start date) to ________ (end date).

The agreement will produce an estimated $______________ of revenue for UTEP.  

Or

The cost of the agreement to UTEP is $______________, which will be charged to cost center ____________________.

I have reviewed the agreement, concur with the basic terms and conditions, and believe it is in the best interest of UTEP to enter into this agreement.  If you have questions please call ______ (departmental contact) at ________ (phone).  Thank you.

