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HANDOUT Q


Checklist for Contract Turnover

	(
	ACTION

	(
	Identify key department and contractor contacts

	(
	Provide a complete copy of the signed contract with all Exhibits (attached or referred to and incorporated by reference) to the Project Manager (PM)

	(
	Review contract provisions to identify state/contractor responsibilities

	(
	Schedule and conduct an orientation for the PM and key personnel

	(
	Discuss roles and responsibilities during the contract period

	(
	Review contract General and Special Provisions with PM

	(
	Review other contract provisions PM is responsible for complying with

	(
	Review contract provisions contractor is responsible for complying with

	(
	Review the following items at the orientation meeting with the PM:

	
	· Contract reporting requirements

	
	· Protocols for progress measurement/reporting

	
	· Acceptance criteria 

	
	· Payment process 

	
	· Procedures for managing change

	
	· Procedures for resolving disputes

	
	· Documentation requirements

	
	· DVBE subcontractor participation requirements 

	
	· SB subcontractor participation requirements 

	
	· SB/DVBE “commercially useful function” requirements 
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