
GALVESTON COUNTY HEALTH DISTRICT 
Protecting and Promoting the Optimal Health and Well-Being of Galveston County 

 

 

Ben G. Raimer, MD 

Chair, United Board of Health 
 

Philip Keiser, MD  

Local Health Authority 

 

 

Kathy Barroso, CPA 

Chief Executive Officer 

 

                                                                           
 

 

 

 

P.O. BOX 939 • LA MARQUE, TEXAS 77568 • (409) 938-7221 

 

 

TO:   All Managers           

            

FROM: Rocky Mosquera, Chief Compliance Officer              

 

DATE: March 21, 2019  

 

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. 



 

 

 

2. 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. 

3. 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. 

4. 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. 

5. 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. 

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

applicable external parties. 

7. 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. 


