
RISK MANAGEMENT
PRESENTS

DISTRICT CONTRACT APPROVAL PROCESS

APPROVAL STEPS




TOP 12 STEPS TO VERIFY A CONTRACT 
1. Campus/Department Requesting the Service or Product
2. Contract types (Student Activity, Campus, or Department)

3. Contract Name 
4. Amount of a full-term contract
5. Must be Governed by Texas Law
6. Any Indemnification Must be Removed 
7. Contract/Agreement with Terms and Conditions in “PDF Only” (if student related travel, itinerary must be attached 

to contract)

8. Contract/Agreement must have inserted signature field(s).
9. Vendor/Provider Name & Information (must match EFinance listing-no DBA’s)
10. If a requisition (check request or purchase order) is needed “YES” has been selected.  If “NO” a 

check request or P.O. will not be issued
11. Grant Fund account number (if applicable) is correct
12. Fund Code and Organization Number is correct

PTA & BOOSTER CLUB CONTRACS MUST USE  THE FOLLOWING LINK 
https://www.dentonisd.org/Page/88717

https://www.dentonisd.org/Page/88717


APPROVING A CONTRACT
STEP - 1

District Login 
Required

2. Select 



Reassign option

Department Name

Only if you see this 
box would you 
Assign a contract to 
yourself.

Department Name



Jane Doe

Shutterfly, LLC., dba. Lifetouch, LLC

Verify all 
information 
is accurate 

before 
approving 
contract.



Jane Doe

Should contract
require
funds/payment
verify that “YES” 
has been selected.

If “No” is selected 
and funds/payment 
is needed contract 
should be “Denied” 



Examples of each 
possible approval



Example of Final
review and Metadata 

Information



Frequently Asked Questions
1. What if my department is missing from the drop down?

You will need to contact Kim Smith @940-369-0025 or email ksmith4@dentonisd.org

2. If a Laserfiche Software Approval form has been completed do I still need to process a contract?

Yes, you must still complete the District Contract Approval Process form for tracking software usage

3. How will I know a contract has been assigned to me?

Anytime a form is assigned to a user they will receive an email with details about the contract, a link to review the contract, approve the 

contract, and submit.

4. Who can return a contract to the initiator for review/corrections?

Purchasing,  Area Superintendents, General Counsel, and at any step past the initial submission. 

5. If a contract is returned, do I need to start over with a new contract?

No, the submitter will receive an email letting them know their request has been denied with an attached copy of the form where the 

submitter can view the comments of the person that denied the form, make any corrections, and resubmit.

6. How will I know when the contract has been completed? 

Anyone who touches the form at some point in the process, will be able to view the form, watch the progress, see where it is pending and 

receive the final completed contract in their “Inbox” under “Completed Tasks”.

7. After I upload my contract, it doesn’t appear to have the signature or initial flags I placed on the contract?

The signature fields and formatting is not being seen on the document when the document is being viewed in the web brower. To see 

the signature fields and formatting it must be downloaded and viewed as a PDF.

mailto:ksmith4@dentonisd.org


Question or Concerns Contact:

Kim Smith, MBA
Coordinator of Risk Management & Benefits 

940-369-0025
KSmith4@dentonisd.org

Step by Step instructions are located on Risk Management website or  
https://www.dentonisd.org/Page/103280

mailto:KSmith4@dentonisd.org
https://www.dentonisd.org/Page/103280
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