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	Contract / Modification Review Checklist



	This checklist is completed for each new contract and each amendment (modification) to an existing contract.  Its purpose is to ensure customer requirements are understood with the aim of enhancing customer satisfaction. Maintain this record in the Contract Folder In accordance with the Quality Records Program.

	Contract Name
	     
	  Date Prepared
	     

	Contract Number
	     
	  Modification No.
	     


	This is an 
“Administrative Change Only”
	Adds additional funding 
	 FORMCHECKBOX 

	Exercises Option Period 
	 FORMCHECKBOX 


	
	Extend Performance Period
	 FORMCHECKBOX 

	Technical Clarifications
	 FORMCHECKBOX 



	ELEMENT
	Impact

	
	Yes
	No
	N/A

	1.
	Cost and Financial

	1a.
	Will an initial capital investment be required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1b.
	Is a cost risk or cash flow analysis required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1c.
	Are current cost collection methods adequate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1d.
	Are Health and benefits costs affected?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Facilities

	2a.
	Are current facilities including office space adequate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2b.
	If no, enter amount of additional space required
	      Sq/ft

	3.
	Equipment (Required)

	3a.
	Communications (e.g., LANs, WANs, Customer comm. links, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3b.
	Computers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3c.
	Hand Tools
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3d.
	Office Equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3e.
	Safety Equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3f.
	Software - COTS licensing required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3g.
	Specialized Equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3h.
	Vehicles
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Schedule

	4a.
	Can work or product be provided within required schedule?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Technical Capability

	5a.
	Does the company have the required technical capability in-house? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5b.
	Can timely supplemental training be acquired?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Personnel

	6a.
	Is current manpower and skill mix adequate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6b.
	Does a Collective Bargaining Agreement (CBA) exist?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Subcontracting

	7a.
	Is subcontract support required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7b.
	Have subcontractors been identified?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Health, Safety and Environmental Programs

	8a.
	Are there new safety requirements, or an impact on current Safety Programs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8b.
	Are there new environmental requirements or an impact on current Environmental Program?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Security

	9a.
	Are security clearances and /or special access required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9b.
	Does the company have personnel with the proper clearances?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9c.
	Can personnel be cleared in time to meet contract requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	State and Local Regulations

	10a.
	Will local tax and fee structure affect the cost of doing business?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10b.
	Are there statutory and regulatory requirements (e.g., permits to operate, business licenses, safety certifications)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	If so, explain.

     

	11.
	Quality Program

	11a.
	Are there new quality requirements, or an impact on current Quality Programs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11b.
	Are new Procedures and WIs required? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11c.
	Do existing Procedures and WIs require revision?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11d.
	Are performance metrics clearly defined and achievable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.
	Contract Provisions

	12a.
	Is Client acceptance (the contract or mod) consistent with the Company offer?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12b.
	Were provisions added that could or would impact performance?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.
	Additional Resources/Requirements

	13a.
	Are requirements for delivery and post-delivery of products/services clear?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13b.
	Are there requirements not stated by Customer but required for specified or intended use?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	If so, explain.

     

	13c.
	Are there any other additional resources/requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	If so, explain.

     

	14.
	Functional Area Manager (FAM) Assignment(s)

	FAM Assignment:
	     
	Initials:
	

	FAM Assignment:
	     
	Initials:
	

	FAM Assignment:
	     
	Initials:
	


	IMPACT SUMMARY

	Is a Phase-In Plan Required?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	     


	Prepared By:       
	Approved By:       

	(Signature)
	(Signature)

	(Name & Title of Individual who prepared and coordinated review
	(Name & Title of Individual with Authority to Commit SBAR to New Contract/Contract Amendment)


Initials

	Contracts
	
	
	

	Accounting
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