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The Department submits their SUTRA package to the Dean for approval. The package is then submitted to the VP Office for approval. The package must contain a completed one-page checklist of items and required information.


VP Office reviews & approves SUTRA program


VP Office submits the package to the Budget Office


The Registrar Office works with the department to setup the SUTRA courses and register the students


VP Office submits package to Procurement who works with Department to draft a 3rd party agreement


Procurement obtains the vendor signature, signs the contract & sends signed copies to Budget,  Accounting, the vendor, the VP Office & the department. Procurement also notifies the Bursar & Registrar offices of the signed contract.


VP Office notifies Bursar & Registrar of potential SUTRA program and supplies them with the one page summary of programs to be offered.


The Budget Office
 reviews & approves the SUTRA 
package and notifies Procurement. The package review will be completed within 1-2 days of receipt. Budget questions will be clarified by the VP office; contract 
questions will be clarified 
with Procurement.


The Bursar & Student Accounts Office works with the department to correctly code & bill for the SUTRA courses


The Accounting Office creates the SUTRA account and establishes allocation levels per account request form & allocation worksheet approved by VP Office


SUTRA Contract Course Administrative Procedures


Rev 3/17/06



