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Legal Review of Non-Template UFCH Contracts

UFCH shall follow UFH Contract Policy. UFH Legal
Team will review and signoff on all UFCH Contracts that do
not use Legal- approved templates. As in line with UFH
practice, UFCH contracts that go through Legal Review
will be assigned a unique contract number by the UFH
Legal Team.

Contract Originals

All contracts that go through full Legal Review will be signed
with 3 originals so that each party to the contract will have
their own original contract. On the bottom of each of
the originals, the owner of that original will be written on
the contract. If the contract has more than one
counterparty, then the number of originals needs to
increase accordingly.

1. UFH Original
2. UFCH Original
3. “Counterparty” Original (substitute name of party)

Agreements using Legal Approved Templates

For commonly used agreements, pre-approved templates
may be used without having to go through full Legal Review
each time. A pre-approved template will first be
reviewed and material fields will be “locked”. If any material
field needs to be adjusted, the entire contract will need to
go through full legal review.

When the template is used by the UFCH Team, the
following steps should be taken every time:

1. Template will be signed in two originals. One original for
UFCH and one for the counterparty.

2. UFCH staff will assign a unique serial number to
the agreement after the template number.

3. Agreement will still require both signature and legal
chop to endorse.

4. Signed contracts will be logged on the UFCH Contract
List with all approvals and originals kept for future
reference in the UFCH Contract Folder.
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Obtaining Contract & Chop Approvals

Approvals need to be obtained in line with the UFCH
Approval Matrix.

. UFCH Approval Matrix — dated Dec 13, 2021

. UFCH Company Stamp Use Application Form

All contracts need to be both endorsed via signature and
have the official company stamp. Only authorized
individuals may endorse a contract (see Approval
Matrix). UFCH contracts should also use a “fan stamp” to
demonstrate that the contractis fully intact. Moreover,
the requestor shall work with the counterparty to
complete their endorsement and company stamp on the
contract.

Contract Custody and Record Keeping

Contracts without an Approved Template

The requestor needs to complete the following steps:

1. Immediately scan the approved Stamp Form and
the stamped documents.

2. Return the original Stamp Form to UFH Legal.

3. Sendthe UFH Legal plus the person who stamped
the documents the scan of the documents. Scan
needs to be in color.

4. After the contract is fully endorsed, return the
UFH Original and a scan of the fully endorsed
agreement to the UFH Legal.

5. File the UFCH Original in the UFCH Contract Folder
with a copy of the approved Stamp Form.

6. Keep ascan of the UFCH Original and the approved
Stamp Form in the UFCH Contract Folder.

7. Update the contract database / log.
Contracts using an Approved Template

The requestor needs to complete the following steps:

1. UFH Contract Form is not needed but UFCH
Executive Dirrctor must initial every page to show
contract approval and authorized personnel must
endorse contract with their signature.

2. UFCH chop form should be used to get the approvals
needed to put the legal chop on the contract.

3. After the contract is fully endorsed, return the
UFCH original and a scan of the agreement to the
UFCH contract custodian.

4.  File the UFCH Original in the UFCH Contract Folder
with a copy of the approved Stamp Form.

5. Keep a scan of the UFCH Original and the approved
Stamp form in the UFCH Contract Folder.

6. Update the contract database / log

RELATED FORMS .

. None
END OF POLICY
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