CONTRACT MANAGEMENT CHECKLIST

	Supplier Name:

	

	Contract No:

	

	

	

	Contract Manager:
	

	Contract Description:
	


	Task
	Target Date or Scheduled timeline?
	Date Completed  or  NA – not applicable

	1. Name Contract Manager


	
	

	2. Contract Manager Received copy of signed contract 

	
	

	3. Prepare Contract Abstract to track and monitor all deliverables



	
	

	4. Meet with Supplier to review contract


	
	

	5. Meet with Supplier to discuss progress of services (may schedule several meetings)

	
	

	6. Document any unsatisfactory performance with contractor and notify Contract Administrator
7. 
	
	

	8. Meet with Supplier to resolve performance problems, if applicable, and establish due dates for completion of resolution
9. 
	
	

	10. 8.  Review each invoice for accuracy in billing according to contract (hourly rate, milestone payments, description)

	
	

	11. 9.   Meet with Contract Administrator if change order or amendment is required

	
	

	10. Conduct Contract Inspection Close - out
	
	

	11. Conduct Contract Close -out and document
	
	

	
	
	


� Is this when they might identify deliverables for you to track in Contraxx?
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