
Contract Process 
The process applies to ALL commercial contracts (anything we are signing where a commitment is being made, even standard T&Cs); 
large or small, one off or ongoing, Goods For Resale (GFR) and Goods Not For Resale (GNFR) and applies to both new agreements or 
renewals. 

 

6. SYSTEMS 
 

YOUR ACTION 
Store Contract, Contract Summary 

Sheet, insurance policies and all 
supporting due diligence documents 

on In-Tend. 
Email In-tend@midcounties.coop if 

you have any queries. 
 

YOUR ACTION 
If this is a new supplier and you need 
to set them up for payment, forward 
the Contract Summary Sheet and 

supporting documents to 
Ap.Enquiries@midcounties.coop 

 
 
 
 

5. SIGN AND COMMENCE 

1. DEFINE THE NEED TO 
INVOLVE OTHERS 

 
YOUR ACTION 

Outline your requirements 
early, involve others and 
understand the process 

 
 
 
 

 
2. SOURCING AND DUE 

DILIGENCE 

 
YOUR ACTION 

Refer to Purchasing Policy & 
complete the Contract 

Summary Sheet 

 

YOUR ACTION 
Arrange signature of the 
contract by authorised 
signatory - See Authorised 

Signatories 

 
 
 

 
4. CONTRACT REVIEW 

YOUR ACTION 
Read and understand the 
contract. Refer contract 
and/or clauses to Legal 

where relevant. See - When 
to refer to Legal 

YOUR ACTION 
Send the Contract Summary 

Sheet, all supporting due 
diligence documents and a copy 
of the contract to your Contract 
Champion for approval and legal, 

as required 

 

 
3. SPEND APPROVAL 
(subject to threshold) 

YOUR ACTION 
Finance Governance 
approval where above 
lifetime value of £50K 

YOUR ACTION 
Board Approval please email 

Edward.Parker@midcounties.coop 
where above lifetime value of 
£250K for CAPEX or £500K for 

OPEX 

 
RACI MATRIX 

 

 
* Legal – Consult to discuss extent of clause(s) to be referred; Responsible for drafting of clauses and/or contract review 
* Procurement – Where the contract is GNFR 
** Legal – Where contract signing to be arranged via DocuSign 

https://in-tendorganiser.co.uk/yourcoop/aspx/ITFramework.aspx?SK=b0206891-762e-4ca1-b89b-13afe3bb6171
https://colleaguesconnect.midcounties.coop/how-to/managing-contracts/
mailto:In-tend@midcounties.coop
mailto:Ap.Enquiries@midcounties.coop
https://colleaguesconnect.midcounties.coop/working-here/policies/purchasing-policy-and-procedures-manual/
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcolleaguesconnect.midcounties.coop%2Fsiteassets%2Fhow-to%2Fmanaging-contracts%2Fmanaging-contracts---contract-summary-sheet.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcolleaguesconnect.midcounties.coop%2Fsiteassets%2Fhow-to%2Fmanaging-contracts%2Fmanaging-contracts---contract-summary-sheet.docx&wdOrigin=BROWSELINK
https://colleaguesconnect.midcounties.coop/siteassets/how-to/managing-contracts/managing-contracts---signing-authorities.pdf
https://colleaguesconnect.midcounties.coop/siteassets/how-to/managing-contracts/managing-contracts---signing-authorities.pdf
https://colleaguesconnect.midcounties.coop/siteassets/how-to/managing-contracts/managing-contracts---legal-contract-support.pdf
https://colleaguesconnect.midcounties.coop/siteassets/how-to/managing-contracts/managing-contracts---legal-contract-support.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcolleaguesconnect.midcounties.coop%2Fsiteassets%2Fhow-to%2Fmanaging-contracts%2Fmanaging-contracts---contract-summary-sheet.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcolleaguesconnect.midcounties.coop%2Fsiteassets%2Fhow-to%2Fmanaging-contracts%2Fmanaging-contracts---contract-summary-sheet.docx&wdOrigin=BROWSELINK
https://colleaguesconnect.midcounties.coop/dashboard/finance-governance/
mailto:Edward.Parker@midcounties.coop
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