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COMMERCIAL COMMUNICATIONS COUNCIL – SUGGESTED POLICY

Drafting Note (please read this first): As always, if you have any questions in relation to this policy, we suggest you consult your legal advisors, especially if there is something specific you require that may not be contained in this document. If you do not have a legal advisor, our suggested provider is Josh Muir, Director at Lockhart Legal. You can contact him at Josh@lockhartlegal.co.nz.

Company Contracting Policy

Dated: ___________________

Authorised by: ___________________

As the Company continues to grow its operations and become more and more complex, the Company’s equipment, resources, and/or contracts may not be sufficient to keep up with the Company’s operations.

In those circumstances and subject to this policy, only those employees who are at a department head level or higher have the authority to order or enter contracts on behalf of the Company with external third parties for better equipment, resources, or otherwise.

This policy applies to all employees who have or may appear to have authority to contract on the Company’s behalf. This policy also applies to all employees who are wanting or attempting to enter a contract on the Company’s behalf. Any breach of this policy is considered a serious breach of the Company’s policies and may result in disciplinary action in accordance with the terms of your employment agreement. 

If you are in doubt about signing any contract or doing anything on behalf of the Company, please seek guidance from the following people:

1.  
2.  
3.  
4. 

For employees at a department head level or higher

All employees who are head of departments or above, are entitled to contract with third parties on behalf of the Company to the extent the proposed contracts:

a) Do not exceed the total value of $1,000.00; and

b) Do not bind the Company to ongoing obligations that last for longer than 1 month.

For example: 
· A contract to hire equipment for $1,000 for a period of 1 month can be signed by a head of department or above.
· A contract to hire equipment for $1,000 for a period of 2 months cannot be signed by a head of department or above.
· A contract to hire equipment for $600 per week for a period of 1 month cannot be signed by a head of department or above (the value is $600 x 4 weeks = $2,400).

If it is not immediately clear what the value of the contract is or how long the Company’s obligations will last under the contract, you are required to consult one of the people listed above.

All other contracts require the approval of a person listed above.


For all other employees

If you want to contract with any third party on behalf of the Company or to bind the Company in any way to any form of contract or agreement on any subject matter, you must first make a request to the Company and obtain approval from any of the persons listed above.

The Company will consider all requests for such contracts and agreements. In determining whether to approve the request or not, the Company will consider the subject matter of the proposed contract and whether it is reasonably necessary for the Company’s operations. 

The Company understands that the persons considering the request may not fully understand the full extent of the need for the contract, if so, they will invite you to put forward reasons to support the request.

The Company will endeavor to respond to requests. However, if no response is received, you must assume the request is refused.

If you are in doubt for whatever reason, please seek guidance from either your immediate supervisor or head of department – They may be able to approve the contract in accordance with the above. Otherwise, the persons listed above are always happy to guide you on this Company’s contracting policy.


[bookmark: Footer1x2]JM-145283-8-217-V1

	

image1.png
Commercial
Communications
Council





