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	Facilities Contracts Administration Policy
Owner/ Department: Finance



	Brief
	When a new contract is issued for a Facility, the contract is to be acquired, renamed, and uploaded to the Sharepoint directory. The details of the contract are extracted, validated, and entered into the Excel file available on the Sharepoint directory.

	Purpose
	To create and maintain a directory containing all active and inactive SMSA Facilities’ contracts, to be used by any department that requires the information.

	Responsibilities
	Finance Department, Accounts Payable: ensuring the contracts are available in the directory prior to processing rent/lease payments.

Legal Department: collaborate with the remaining departments to ensure all active current contracts are available in the directory.

Admin. Department: collaborate with the remaining departments to ensure all active current contracts are available in the directory.

Retail Department: collaborate with the remaining departments to ensure all active current contracts are available in the directory.
Operations Department: collaborate with the remaining departments to ensure all active current contracts are available in the directory.



	Definition
	Facility: any Retail Center, Station, Hub, Gateway, Warehouse, etc. that is part of SMSA’s operations.



	Guidelines


	When a new contract is issued for a SMSA Facility, prior to processing any payment, the following steps are to be followed:
· Legal Department: ensure a copy of the contract is uploaded to the directory following the agreed-upon naming convention.
· Admin & Facilities Department: ensure a copy of the contract is uploaded to the directory following the agreed-upon naming convention.
· Finance Department: ensure a copy of the contract is available in the directory, and notifying the remaining departments if a copy is not available. Extracting and validating the information from the contract and populating the Excel file available in the directory.
· Retail Department: collaborate with the remaining departments to ensure all active current contracts are available in the directory.
· Operations Department: collaborate with the remaining departments to ensure all active current contracts are available in the directory.
Each contract file, addendum, or extension should be named using the following format: 

· Original Contract File: “Facility Code” – FY “Year of contract creation”

· Addendums: “Facility Code” – FY “Year of contract creation” – Addendum

· Extensions: “Facility Code” – FY “Year of contract creation” – Extension
Examples:

· 41101 - FY 2022
· 41116 - FY 2021 - Addendum

Note: The Facility Codes will not be reused when a facility is relocated and a new contract is issued, thus ensuring each facility has a unique Facility Code.

This does not apply to when the facility owner is changed without the facility being relocated.

Sharepoint directory link:
https://smsagw.sharepoint.com/sites/ContractsAdministration/Shared%20Documents/Forms/AllItems.aspx
Each department will have its own Username and Password to be used to access the directory, with the following permissions granted for each department:
· Legal Department: Upload & View permissions.
· Admin & Facilities Department: Upload & View permissions.
· Finance Department: Upload, View & Delete permissions.
· Retail Department: Upload & View permissions.
· Operations Department: Upload & View permissions.
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