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Reviewed and recommended by the Administrative Committee (3.5.08) 
  

 
 
The ELCFH is the recipient of funds from various sources. As contracts are presented to the 
ELCFH for award of these funds, it is imperative that the ELCFH strictly adhere to the timeline 
of the funder. To ensure timely execution of contracts providing funding to the ELCFH while 
maintaining adherence to the ELCFH Bylaws, the following procedures will be followed: 
 

1. As funding requests are being submitted, the Executive Director will inform the full 
Board via written and verbal reports presented during regularly scheduled Board 
meetings. 

 
2. Updates regarding the status of funding requests will also be presented to the full Board 

via written and verbal reports during regularly scheduled Board meetings as applicable. 
 

3. Upon receipt of a funding notification or contract, the Executive Director will notify the 
Executive Committee. 

 
4. The Executive Director will sign as the authorized signer on behalf of the ELCFH unless 

a different signature is required (ie signature from the ELCFH Board Chair).  If a 
different signature is required, the Executive Director will contact the appropriate signer 
and make necessary arrangements for execution of the contract. 

 
5. The Executive Director will submit the executed contract along with a cover letter to the 

funder. 
 

6. The ELCFH Board will be advised of the contract execution during the next regularly 
scheduled ELCFH Board meeting.  At this time, the Executive Director will request 
action by the ELCFH Board to ratify the execution of the contract. 
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