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SUBJECT: Procedure for New Contract Approval Routing Form

In an attempt to further organize and streamline the contract flow and management processes, a Contract
Approval Routing Form for each new and/or renewed contract or agreement will be completed concurrent to the
review of each contract. The process, which is intended to be a simple and efficient means to ensure that all
relevant parties have the opportunity to review the contract and provide necessary feedback to the Contract
Analyst, Accounting/Billing Department, and CEO/Executive Director BEFORE the contract is executed, shall

be as follows:

1. The Contract Analyst should be furnished the contract/agreement for initial review and will be
responsible for populating the first six fields of the Contract Approval Routing Form for the new
contract/agreement.

a. If the contract/agreement is generated internally by the Contract Analyst, she will send the
Contract Approval Routing Form in conjunction with the contract/agreement to the applicable
department manager.

b. If the contract/agreement is generated externally and received from an outside entity by the
applicable department manager or the CEO/Executive Director, the contract/agreement should be
sent to the Contract Analyst, who will review the contract/agreement and send it back to the
applicable department head with a Contract Approval Routing Form for the department head’s
commentary.

c. When uploading the contract/agreement in Meditract, the Contract Analyst must ensure the
designated “Contract Type” matches that of which is denoted on the Contract Approval Routing

Form.
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Upon reviewing the contract/agreement, the applicable department head will populate the first box of the
Contract Approval Routing Form and return it via email to the Contract Analyst.

If applicable, the Contract Analyst will electronically forward the contract/agreement and Contract
Approval Routing Form to the appropriate Accounting/Billing staff member, who will review the
contract/agreement, complete the fields within the Contract Approval Routing Form’s second box, and
return the updated Contract Approval Routing Form to the Contract Analyst.

The Contract Analyst will facilitate her own final review of the contract/agreement, populate the third
box of the Contract Approval Routing Form, and present the documents (via email or hard-copies,
contingent upon the CEO/Executive Director’s request) to the CEO/Executive Director.

If the CEO/Executive Director approves of the contract/agreement, she will execute the contract
/agreement along with the Contract Approval Routing Form, both of which will be returned to the
Contract Analyst.

The Contract Analyst will send a copy of the executed (or partially executed) contract/agreement to the
applicable external parties.

The Contract Analyst will furnish a copy of the duly executed contract/agreement to internal parties as
identified by the CEO/Executive Director on the Contract Approval Routing Form, and shall upload a
copy of the document into Meditract. The Contract Analyst will also retain a file of completed Contract

Approval Routing Forms.



