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	PMI Madison/S. Central Wisconsin 
Policy #1.2 Contract / Letter of Agreement Review





PURPOSE OF THIS POLICY:

· The policy describes who must review/approve contracts/letter of agreements when PMI Madison enters in to a contract/agreement with another entity(ies).
· The purpose of this policy is to provide guidance for establishing clear and consistent agreements between a PMI chapter and any other entity(ies).  
· This policy excludes Speaker Agreement Contracts,  that will be addressed in a different policy. 
EXECUTIVE BOARD MEMBER RESPONSIBLE FOR MAINTAINING THIS POLICY:
VP of Governance and Policy

THIS POLICY APPLIES TO:

Both chapter members and non-members.

POLICY WORDING:

1. The submitting Director or VP and one of President/President-Elect must review and approve any document that enters PMI Madison in to a contract/letter of agreement with another entity(ies).
2. Submitting BOD member will be responsible for archiving approved contracts in Google Document Repository.
3. Contracts/letter of agreements may only be signed by Executive Board member.
4. Standard contracts/letter of agreements already approved by the Executive Board member and a legal authority do not need to be reviewed on an individual basis.

5. When organization are seeking financial support (charity), the board will take the following steps:

a. Ask vendor / sponsor to also give donation to charity 

b. The chapter will supply donation bucket at chapter meeting

c. The chapter will supply donation option on the registration

6. This type of charitable support will be limited to 2 times per year.
7. It is a fiduciary responsibility of the board to ensure that clear and consistent agreements are in place.

8. Misinterpretation of agreements can lead to conflict, as well as financial and legal liability, disruption of operations, and failure to deliver member value.
9. The Chapter must document all working agreements, especially as they may relate to financial or legal obligations

10. The Chapter must take all reasonable precautions to ensure that all contractual documents are legally sound

11. The Chapter must establish non-exclusionary procurement protocols as related to contractors, service providers, and sponsors

12. Documentation should include:

a. Identification of all parties involved in the agreement,

b. Clear expectations of responsibilities and rights of each party within the agreement,
c. Timelines associated with the agreement,

d. Terms and conditions for fulfillment and termination of the agreement:

i. Specific financial commitments, including currency exchange rates and amount 

ii. Scope of work to be delivered

e. Format of the agreement (e.g. memorandum of understanding, legally binding contract)

f. Consequences of any violation (e.g. early termination, default)

g. Terms for renewal

h. Signatures

13. Contractual relationships must be approved by the Board

14. Chapters must establish timelines and protocols for review of contractual relationships

15. Chapters must publish processes for establishing contractual relationships

16. For agreements by the Chapter that exceed the US $7500 USD limit as specified by the PMI Charter Agreement the agreement must specifically state that PMI is not a party to the agreement and that no party is designated by PMI to act on its behalf.

Authority:

· 2014 Policy Manual for PMI Chapters.

· PMI Madison S/Central WI Chapter Charter Agreement.

Supporting Documents:

· Chapter Operations Handbook  

· Chapter Procurement Policy and processes

This policy was approved by majority Board vote on 7/1/2014 
REVISION HISTORY:
	Date
	Modifications

	17th April, 2018
	1. Point 1 removed VP Finance role.

2. Point 2 removed text “Proteon” and instead replaced with “Google”.

3. Numbered the policy wording points - 1.2.3…
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