Share & Care Community Services Group Inc Policy and Procedure Manual


Policy


Program Contract Documents
Date Effective
         August 2001
Date Renewed
         May 2005
All contracts received by Share & Care Community Services Group Inc office will be dealt with in this manner:

Upon arrival on the Chief Executive Officers desk they will read.

They will then be forwarded to the Program Manager for reading and approval.

Any issues the Program Manager may have will be raised with the Chief Executive Officer who will, in conjunction with the Program Manager decide how to deal with the issue (ie – return to Board of Management, speak with funding body etc).

Once the Program Manager and the Chief Executive Officer have overviewed and agree with the Contract specifications, the document is to be forwarded by the Chief Executive Officer for final approval and signing.
Share and Care Administration Manager will then record and send off documents.
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