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NH | HOTEL GROUP Organization - Business Transformation
Process: Legal Representation in NH Hotel Group

Subprocess: Contract signature process by Attorneys in fact

Process Owner: Tamara Wegmann Lecue Proces Leader: Paula Aparicio Obregén

Requester Department Involved Departments Procurement Department Legal Department Counterparty Attorneys in fact

Procurement process:
NH_HOTEL GROUP
PROCUREMENT
PoLICY

EXP02-Expansion_Lease &
Management Contracts
process

LEAO2-Lease Contracts
Renegotiation procesas

At first

Review the draft contract

and submit it to the involved

departments for review and
comments

Contract amount
exceeds 60.000 eur?.

ust the contract
reviewed by the Legal
Department?

“No
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Approved? Approved?

Contract - draft is
eviewed & approved?

+5 working days from receipt
of the contract - draft

Yes
Yes Yes
]
Complete the template
£ LEGAL_Contracts review.doc
S with the requested info and
£ submit it to the involved
2 departments and to the Legal
% and Procurement Department
; (if necessary) for signature
g
* Submit the contract to
the counterparty to
& | S
8 Sign the contract and
I send it back to the
= requester department
=3
]
g g
£ g j
2 § Submit the contract to the Legal Dde_part‘l;nej nt can;erve asan
] NH Attorneys signature Intermediary between the requester
3% and the attorneys in fact
£2
g%
7
F No
g Contract is approved?
& Yes
3
3
£ @
g
7 Sign the contract and
send it back to the
requester department

10
Submit the contract and the q
LEGAL_Contracts review template
to the Legal Department, involved
Departments (scanned copy) for
filing and send the signed contract
to the counterparty

+1 working days from receipt of the
signed contract

=2

g8 Keep scanned and filed the Keep scanned and filed the

2% purchase contract, the purchase contract, the document (except contracts

=1 LEGAL_Contracts review LEGAL_Contracts review of Procurement, Tax,

e template and an updated template and an updated Finance and Administration

2 s inventory of all contracts inventory of all contracts Departments as owners of

7 ‘% signed and in force signed and in force their ownf.lc.ont)racts and
8 iling;
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Shape

Noae

Tasikk

escripticon

Represents a manual activity of

the process.

Autormatic Task

Represents an autormatic activity

of the process.

Flow direction

ImMput or ocutput of the task or]

decision .

Imtermal Audit
Control

Controls defimed by NH Intermal

Audit

Sy sterms

Applicatio or Tool.

Start/End

INndicates the beginmnins or thhe end
of a process

Manual Process

DZEEED Business Process
composed oF tasks. Adecisions.

flovy directions, docurments and

Decision po

(RS originated after one task anmnd it
sEenerates two or anotheaer decision.

Report or
Ao

Urment

e

It is a physical or clectronic f
Used as INPuUt Or CUtH Ut Of a task.

Notifications

Extermal/Intermnal Notifications._
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NH | HOTEL GROUP

Process: Legal Representation in NH Hotel Group
Subprocess: Contract signature process by Attorneys in fact
Process Owner: Tamara Wegmann Lecue

Organization - Business Transformation

Process Leader: Paula Aparicio Obregon

Task Respon Frequency ols
Procurement process:
NH HOTEL GROUP PROCUREMENT POLI
1 NH_HOTEL_GROUP_PROCUREMEN|Procurement process: NH_HOTEL_GROUP_PROCUREMENT_POLICY Ad-hoc Requester Department N/A
T_POLICY a4
. EXP Expansion Lease & Management Contracts i
11 Expansion and Assets processes Ad-hoc A E);;Jansmn Depelx:)rtment N/A N/A
LEA Lease Contracts Renegotiation sset Management Department
Review the draft contract and submit it to:
- The involved departments for the review and comments.
- The Legal Department (if necessary) for the review of the legal terms & conditions.
2 Review the draft contract Submit to Legal Department when: Ad-hoc Requester Department N/A Draft Contract
1.- Contract value exceeds 60.000 eur per year
2.- Duration > 1 year
3.- It is not a standard contract issued by NH Hotel Group (previously reviewed by the Legal
Department)
. . +5 working days from
3 Review and submit the relevant Review and submit the relevant comments to the requester. receipt of the contract - Involved Depa_rt '"e“FS N/A Draft Contract
comments to the requester draft Legal Department (if applicable)
Submit the contract to Procurement |Once the requester has received feedback from the involved departments and Legal Department (if
4 Department if the contract amount  |necessary), submit the draft of the contract to Procurement Department for approval, if the contract Ad-hoc Requester Department N/A Draft Contract
exceeds 60.000 eur total amount exceeds 60.000 eur.
. . . +5 working days from
. Review that the draft contract meets all requirements within NH_HOTEL_GROUP )
5 Review the draft contract PROCUREMENT POLICY.pdf and send it back to the requester department / position. receipt oL :22 contract Procurement Department N/A Draft Contract
Fill the template LEGAL_Contracts [Complete the template LEGAL Contracts review.doc with the requested info and submit it to the .
6 . - . T T ——— ) N g .
review.doc involved departments and to the Legal and Procurement Department (if necessary) for signature. Ad-hoc Requester Department NIA LEG Contracts review.doc
Requester submits the contract to the counterparty for signature:
Submit the contract to the counterparty 1.- Requester_ makes follow up in order to get the original signed contract (sign off version) back +3 working days from
7 {0 signature before 3 working days. sign off Requester Department N/A Contract document
9 2.- Requester provides Legal Department with the original copies of the contract duly signed by 9
counterparty immediately upon reception.
Submit the contract to the NH submlt it (together with the LEGAL_Contracts review template) duly signed to the Attorneys for +1 working day from Requester Department )
8 Attorneys signature signature. reception Legal Department NIA LEG Contracts review.doc
If NH signs first the contract, Order 7, 9 and 10 would apply immediately afterwards.
+3 working days from
9 Signature process by NH Attorneys [Signature process by NH Attorneys receipt of the signed Attorneys N/A LEG_Contracts review.doc
contract
Legal Department will file the original contract and the LEGAL_Contracts review template (except
contracts of Procurement, Tax, Finance and Administration Departments as owners of their own .
. . contracts and filing). *1 wprklng day§ from Legal Department .
10 File the original contract document The requester will keep a scanned copy of the contract and the LEGAL_Contracts review template. recelp::g;;(raects igned Requester Departments NIA LEG Contracts review.doc
All requester departments will keep an updated inventory of all contracts signed in force on an
annual basis.
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https://nhorganization.nh-hotels.com/content/nh-hotel-group-procurement-policy
https://nhorganization.nh-hotels.com/content/nh-hotel-group-procurement-policy
https://nhorganization.nh-hotels.com/content/expansion-lease-management-contracts
https://nhorganization.nh-hotels.com/content/lease-contracts-renegotiation
https://nhorganization.nh-hotels.com/content/contracts-review-template
https://nhorganization.nh-hotels.com/content/contracts-review-template
https://nhorganization.nh-hotels.com/content/contracts-review-template
https://nhorganization.nh-hotels.com/content/contracts-review-template

