CITY OF NEWTON 	Purchasing Department
P.O. Box 550 · Newton, N.C. 28658 · phone 828.695.4328 · fax 828.465.7464

[bookmark: _GoBack]CONTRACT COVER SHEET

Please attach this cover sheet to all Contract Documents to insure that all required 
Parties have reviewed and approved the contract.

CONTRACT NAME		______________________________________________

ACCOUNT NUMBER	______________________________________________

CONTRACT NUMBER	______________________________________________
   (IF APPLICABLE)

DEPARTMENT HEAD		_______________________		__________	
					   Signature				    Date


PURCHASING DEPT		_______________________		__________	
					   Signature				   Date


CITY ATTORNEY			_______________________		__________	
(IF OPINION REQUIRED)		    Signature				    Date


CITY FINANCE DIRECTOR	_______________________		__________
					    Signature				    Date


CITY MANAGER			_______________________		__________
					    Signature				    Date

PROCEDURES:
All contracts must have this cover page attached.  Department Head, Purchasing Agent, City Attorney (if applicable), Finance Director and City Manager must sign before contract is released to vendor for signatures.  This is to verify that all parties have had an opportunity to review and approve.  Contracts must be completed before sending to Finance Director and City Manager for their signatures.

PURCHASE ORDER HAS BEEN ISSUED:  						____________________
PURCHASE ORDER AMOUNT AGREES WITH CONTRACT:				____________________
CONTRACT HAS BEEN ATTACHED ELECTRONICALL (NEW WORLD) TO PURCHASE ORDER:	____________________
E-VERIFY FORM RECEIVED:					 ____________________

Finance Director and City Manager will sign contracts prior to sending to vendor for signatures
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