Contract Review Policies and Procedures

XYZ  Baptist Church
April 3, 2005
1. An approximate formula of .1 of 1% of the annual operating budget shall be the limit for corporate officer contract signatures without full board review.  $15,000 shall be the original limit.

2. All contracts and applications for signature should be given to the administrative assistant for the pastor for administration.

3. She shall log-in the contract, stamp as “posted”,  and attach a review cover sheet, and place in the “for signature” file

4. The pastor for administration and the administrative staff shall review all contracts logged in and complete and sign the cover sheet, and return to the Administrative Assistant

5. A church officer will be solicited to sign the contracts or applications in the “for signature” file

6. The file is returned to the administrative assistant who makes a copy of the signed contract for the permanent file

7. The original is then returned to the requestor

8. The pastor for administration shall distribute a copy of the log at the next board meeting including all contracts greater than the limit for entire board review

9. The board shall review for signature all contracts greater than .1 of 1% of the annual operating budget on a monthly basis

10. From time to time, the Board may require legal assistance for contract review.
Contract Review Process / Form
For XYZ  Baptist Church
All contracts must be signed by a member of the Board of Directors and may not be signed by a minister or any other staff member.  This process is to assist the Board of Directors in safeguarding the church from legal issues due to these contracts.  The minister, requesting that the contract be signed, must submit contract and all documentation to Administration two weeks prior to required date.

Contracts are any agreements that will obligate the church to do, provide or purchase any service or product. This includes speakers, concerts, musical groups, etc.  The rule is, if it requires a signature, it is a contract!!

Requesting Minister

I acknowledge that this contract has been reviewed by me and that we can meet ALL requirements listed.

__________________________
_______________________
    _________

Signature



Print Name


    Date

Technical Services ( If Technical Rider is involved)

I acknowledge that this rider has been reviewed by me and that we can meet ALL requirements listed.

__________________________
_______________________
    _________

Signature



Print Name


    Date

Administrative Review
Date:   _______________________

Subject of Attached  (What is this contract / agreement for?) ________________________________________

Monetary Value ?:           YES         NO      (If “YES” please fill in amount below)

Amount / Value of Contract:  $___________________ (greater than $15,000 requires full Board Review)

I acknowledge that this contract has been reviewed by me and is being presented for church official signature. ( One signature required)

__________________________
_________

Ron Chandler



Date

__________________________
_________

Kristy Moore



Date

__________________________
_________

Craig Schmidle


Date
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