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Office of Contract Administration/Purchasing
Term Contracts

Baseline for Reviewing Modifications (Mods) 

	

	 FORMCHECKBOX 

	Review terms and conditions of the contract

	
	 FORMCHECKBOX 
   Contract term 
 FORMCHECKBOX 
   Contract extension (maximum number of years)
 FORMCHECKBOX 
   Usage reports submitted
 FORMCHECKBOX 
   Contractor’s Requirements
       -special licenses, permits, etc.
 FORMCHECKBOX 
   Price adjustment
       -documentation from the vendor is sufficient
-calculations for the price increase are correct
-correct PPI or CPI used; in no index is used, buyer confirms that price increases are reasonable in the market place
 FORMCHECKBOX 
   Additional items – aggregate over 20% of the contract value or more than $50,000?
 FORMCHECKBOX 
   Insurance, limits of liability and expiration dates  
 FORMCHECKBOX 
   Performance bond, 100% of the contract value
 FORMCHECKBOX 
   Labor and materials bond, 100% of the contract value 
 FORMCHECKBOX 
   Fidelity bond
 FORMCHECKBOX 
   Other bonding requirements, i.e., professional liability, pollution, etc.
 FORMCHECKBOX 
   Sweatfree compliance or waiver
 FORMCHECKBOX 
   Prop J, CSC or Board of Supervisors approval required
 FORMCHECKBOX 
   Assignment and Assumption for new vendor

	 FORMCHECKBOX 

	Mod Page

	
	 FORMCHECKBOX 
   2 originals 
 FORMCHECKBOX 
   Start and end dates are correct
 FORMCHECKBOX 
   Revised price sheets for price adjustments
 FORMCHECKBOX 
   Updated contract conditions
 FORMCHECKBOX 
   “All other terms and conditions remain the same” 
 FORMCHECKBOX 
   Mod initialed by the buyer and supervisor

	 FORMCHECKBOX 

	Log summary should include the following, i.e.,

	
	 FORMCHECKBOX 
   Reason for modification
 FORMCHECKBOX 
   Contract rebid timeline (if applicable)
 FORMCHECKBOX 
   Contract conditions current with the latest template, 11/2010
 FORMCHECKBOX 
   Contract spend amount
 FORMCHECKBOX 
   Contract amount to be increased or no change necessary
 FORMCHECKBOX 
   Buyer confirms vendor performance warrants extensions and price increases (if applicable) with user departments
 FORMCHECKBOX 
   Usage reports received 
 FORMCHECKBOX 
   Vendor current with business tax 
 FORMCHECKBOX 
   Vendor current with insurance 
 FORMCHECKBOX 
   Vendor compliant with 12B


	 FORMCHECKBOX 

	Docs to include with file folder and Mod
 FORMCHECKBOX 
   2342 Screen of ADPICS Blanket
 FORMCHECKBOX 
   9560 Screen
 FORMCHECKBOX 
   Insurance certificate with additional insured endorsements or waiver from Risk Management.

	 FORMCHECKBOX 

	Additional checks 

	
	 FORMCHECKBOX 
   Vendor’s name and address are the same in ADPICS, on the mod and vendor correspondence 
 FORMCHECKBOX 
   Federal IDs are the same in ADPICS and documentation from the vendor 
 FORMCHECKBOX 
   Correct vendor number used on the blanket
 FORMCHECKBOX 
   Check remaining dollars on the blanket to see if there’s sufficient dollars to cover the term of the contract 
 FORMCHECKBOX 
   After mods with increased contract amounts have been processed, check ADPICS to insure the blanket amounts were increased too



Note:  
· If processing the Mod is “Urgent,” sticky note on right side of the folder with contract expiration date.[image: image1.png]YOUR LOGO
HERE
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