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Ministry Contract Review Checklist


Purpose:  This Contract Review Checklist has been developed by as a tool to assist Ministry staff with self-reviewing of contracts.  This checklist captures only those items that are thought to be particularly high risk and which can be verified by the average reviewer.  As such, not all Core Policy / Ministry contract direction is included in this document.  Despite this, it is the Program Manager’s (Expense Authority’s) responsibility to ensure that all policy requirements are met for contracts which they are responsible for.  Additional policy requirements related to contracts can be found in the:  Additional Contract Policy Requirements Checklist.  If there are any concerns as to requirements having been met, EA’s or reviewers may wish to see that checklist in addition to this one, and/or refer to Core Policy & Procedures Manual and the ministry’s Contract Management Manual.  Effort has been made to ensure completeness of the two checklists; however, the documents may not necessarily be all inclusive.  Any concerns about the checklists should be brought to the attention of the ministry’s Senior Contract Procurement Specialist.
Policy & Resources:  In general, procurement practices within the BC government are governed by the Core Policy and Procedures Manual (Core): http://www.fin.gov.bc.ca/ocg/fmb/manuals/CPM/CPMtoc.htm .  Unless otherwise specified, Core chapter 6 references in this checklist are from Part I – Procurement.  In addition to Core Policy, the Ministry has its own Contract Management Manual: Ministry Contract Management Manual  , and the Contract Management Postings available via Outlook (as noted in chapter 1.5.2 – Electronic Postings of the CMM).  Ministry policy / direction may exceed the requirements of Core Policy in some areas.  Please also see item 2 below regarding program specific direction, and consult with a program specialist where need be.  For general questions related to the checklist(s) or contract self-review process, contact the Senior Contract Procurement Specialist – CSNR.ContractSupport@gov.bc.ca
Instructions:
1. In the “Item / Requirements” column select items (X or √ the box) that are, by the policy or other direction indicated, supposed to be included for the specific contract.  Note that many items have been pre-selected as applicable in the template because they apply to all contracts (or all types noted), regardless of value or circumstance.  Please do not change the applicability status of the pre-selected items (see “N/A’ below for how to deal with rare situations where such items may not apply).  In the “Requirements Met” column indicate if the requirement was sufficiently met (N/A, Yes, or No).  Requirements met definitions are:

N/A
=
Not applicable to the specific contract.  In the unlikely event that N/A applies for an item that has been pre-selected as being appl7icable, include a comment as to why it is N/A for the specific contract (e.g. indicate the overriding program-specific policy or directive, etc.).

Yes
=
Requirements were met - sufficient details are included in the records on file.

No
=
Requirements were not met - missing records or insufficient details in the records / documents on file (specify missing or insufficient records / documents, etc. in the comments column).

2. The forms have been developed from a general, ministry-wide perspective.  Any authorized (formal) program-specific policy or directives that differ from or are in addition to the items and requirements specified in the checklists have not been taken into account.  Therefore, if the contract was funded by an area that operates under any such formal requirements / exemptions, such items are to be specified and assessed in the final section of the checklist (Other - Program Specific).  Such directives may include things such as Equipment Hire Agreements re: day labour, etc.  In addition, in the first five sections of the checklist, where applicable, make a cross-reference note to information you provide in the Other – Program Specific section of the checklist.  Please do not delete or modify any of the items - comments on items can be added in the comments column.
3. Regarding the “Information for Major Risk Items”, although each instance of non-compliance with policy carries risks, for Ministry contract review purposes, risk information has been provided only for items seen as major risks.  If need be, input regarding risks associated with other items can be obtained from a Ministry Contract Procurement Specialist at CSNR.ContractSupport@gov.bc.ca.
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	Ministry Contract Review Checklist


Please see the preceding instructions page before using this checklist.

	Contract Identification

	* Contract Number:
	
	* File Number (ARCS / TRIM):
	
	* Please ensure you list all contract and file numbers associated with this contract.

	Contractor Name:
	

	Services or Work Name / Location:
	

	Funding Office (Office of Primary Responsibility):
	

	Expense Authority Name:
	
	Qualified Receiver Name:
	

	Contract Start Date:
	
	Contract Expiry Date:
	
	Revised Completion Expiry (if applicable):
	

	Original Contract Price:
	
	Number of Amendments (if any):
	
	Revised Contract Price (if applicable):
	

	Preliminary Notes  / Observations (if any):
	


	Applicability
	
	Requirements Met
	
	

	Policy Core or Ministry
	Direction or Good Practice
	Reference (Core, CMM, CM Posting, etc.)
	Major Risk Items
	Item / Requirements
	N/A
	Yes
	No
	Comments

(If applicable, e.g. documentation missing or insufficient, or other pertinent details.  Additional comments space at end of checklist if needed.)
	Reference / Item(s) to copy for review (if applicable)


	PLANNING

	
	
	
	In general, lack of proper planning could result in public money not being used effectively, efficiently, or economically, and/or service plan goals and objectives being compromised.

	√
	
	Core 6.3.1 (4)
	If accurate budget not determined and proper approval levels not obtained, could force award without proper funding in place (breach of Financial Admin. Act )
Inaccurate budget could result in improper solicitation method resulting in breach of trade agreements, etc.).
	 FORMCHECKBOX 

Contract budget amount or estimate recorded on file and appropriate level of pre-approval obtained , i.e. appropriate Expense Authority or other higher level approval (ADM, etc.) where required.
	
	
	
	
	

	√

√
	
	Core 6.3.1(5)
Core 6.3.1(6)
	
	 FORMCHECKBOX 

Service contract valued at $100k or more = mandatory cost/benefit justification (FS1323 or equiv) on file.

 FORMCHECKBOX 

The contract was a continuation (excluding option to renew) of a service contract valued at $100k or more = original cost/benefit justification is still relevant or updated or new justification on file (including costing worksheet)
	
	
	
	
	

	√
	
	Core 6.3.1 (7) & (10)
	If an employer / employee relationship is created, the Province could be liable for various costs (e.g. CPP, EI, WorkSafe BC, etc.), and staffing policies and/or  union agreements may be violated.
	Independent contractor (operating at arm’s length from the gov’t):

 FORMCHECKBOX 

Does not appear to result in the contractor occupying an ongoing organizational position or take the place of work normally conducted or acquired by a central agency.

 FORMCHECKBOX 

Does not appear to create an employer / employee relationship.
 FORMCHECKBOX 

Does not provide gov’t assets to the contractor or fund a contract acquisition where doing so could be viewed as a business subsidy or create an employer / employee relationship.
	
	
	
	
	

	√

√
	
	Core 6.3.1(8), & (11)
Core 6.3.2(a)(2) & (3)
	If absence of conflicts not ensured, ministry image could be damaged by public perception of favoritism or breach of gov’t Standards of Conduct resulting in disciplinary action, including up to dismissal.
	Conflict of Interest
 FORMCHECKBOX 

No obvious indication that any information was divulged that could impair the negotiating position of the gov’t or that could benefit the competitive position of one contractor at the expense of another.

 FORMCHECKBOX 

No obvious indication that any favours / preferential treatment was given to any prospective contractor.

 FORMCHECKBOX 

There were no real, potential, or perceived conflicts of interest with staff involved in the contracting decision.  If REI or RFP - conflict of interest forms on file (FS1236 or equiv).

 FORMCHECKBOX 

Conflicts of interest (real, potential or perceived) were brought to supervisor or higher level attention and appropriately dealt with.
	
	
	
	
	


	√
	
	Core 6.3.2(a) (12)
	
	 FORMCHECKBOX 

No indication that contract was subdivided (split) to avoid approval levels.
	
	
	
	
	

	√
	√
	Core 6.4.6
& CMM Chapter 8
	If adequate risk analysis not done / risk management measures not taken, the ministry could be exposed to losses and legal action.
	 FORMCHECKBOX 

Risks assessed & identified for the size and type of contract and mitigation measures in place (Risk Management Branch consulted if appropriate, appropriate insurance requirements schedule included in contract, securities / holdbacks included, etc.) – specify in comments column.
	
	
	
	
	

	√
	√
	Core 6.2
	
	 FORMCHECKBOX 

Other planning paperwork on file (e.g. FS1198 Procurement Planning Control Checklist, FS1289 Insurance Requirements for Ministry Contracts checklist, etc.) – specify in comments column. 
	
	
	
	
	

	√

√
√
√
√
	
	Core 6.3.5(a)

(2)
(3) 
(4) 
(7)
(9) 
	
	Information Management / Information Technology (IM/IT) contract:
 FORMCHECKBOX 

Services were procured in accordance with Ministry Service Plan.

 FORMCHECKBOX 

Workplace Technology Services (WTS) was consulted if IT related & Chief Information Officer (CIO) was consulted if IM related (documentation on file).

 FORMCHECKBOX 

Contract was part of a larger project = documentation on file.
 FORMCHECKBOX 

51% or greater of the estimated value of the contract was for hardware or software and the value of the contract is $10k or more = BC Bid advertised (see Solicitation Phase for further details)
 FORMCHECKBOX 

Common Business Services (CBS) was consulted if IM/IT contract was valued between $100k and $500k (documentation on file).
	
	
	
	
	

	√
√
	
	Core 6.3.1(9) 

6.3.6(e)(1) & (2)
	
	 FORMCHECKBOX 

Contract involves provision of gov’t assets to contractor = contract contains applicable ownership, liability, and maintenance clauses (CMM, Chapter 9.10)
 FORMCHECKBOX 

Any asset losses resulting from the contract were properly reported in accordance with Core 6.3.6 (e) paragraph 2.
	
	
	
	
	

	√
	
	Core 12.1
	
	 FORMCHECKBOX 

Official contract case file with an appropriate (contract number) retrieval code, under the appropriate Office of Primary Responsibility (OPR) was created / used.
	
	
	
	
	


	PRE-AWARD & SOLICITATION

	
	
	
	In general, if the contract is not properly competed, bids / contract price may not be competitive, i.e. best value for public funds may not be achieved.  Inadequate competition may also result in use of a contractor that is not suitably qualified – resulting in potential extra monitoring and/or problems with the service/work provided.

	√
	
	 Core 6.3.2 (a)(1)
	Loss of gov’t buying power and leverage.
	 FORMCHECKBOX 

Service/work was not available through a Corporate Supply Arrangement (CSA), a Ministry Standing Offer, or a central agency.  A list of CSA’s can be found on the Purchasing Services Branch website at http://www.pss.gov.bc.ca/psb/  A list of central agency services can be found in Core, Chpt. 6.3.2(a), Para. 1 at http://www.fin.gov.bc.ca/ocg/fmb/manuals/CPM/06_Procurement.htm 
	
	
	
	
	

	√
	
	Core 6.3.2 (a)(15)
	If not in compliance with a trade agreement, ministry could be fined.
	 FORMCHECKBOX 

Contract was competed in accordance with trade agreements (e.g. AIT, New West Partnership Trade Agreement).
	
	
	
	
	


	
	Notification Method (Open / Select / Direct) – select the method used below:

	√
	
	Core 6.3.2 (c) (4)
	
	 FORMCHECKBOX 

Open Invitation - advertised on BC Bid (mandatory if services $75k or more or construction at $100k or more, unless otherwise exempt from policy or trade agreements).  See also Select Invitation.
	
	
	
	
	

	√

√

√

√

√
	√

√

√


	Core 6.3.2 (a)(13)
and
CMM Chpt 7.1.1 & 7.3.2 & 10.1.1
Core 6.3.2(a)(14),  (15) & (17)
& CMM Chpt 7.3 & 10.1.3
Core 6.3.2 (c)(6) & (5)
& CMM Chpt. 7.3
	
	Select Invitation – Formally Established 

 FORMCHECKBOX 

Contract was trade agreement applicable or for a recurring activity = an *active formal list was established by advertising a Request for Expressions of Interest (FS1297 or FS1298 or equiv legally approved package) on BC Bid. 
*Note:
list not expired and meets the advertising requirements below.

 FORMCHECKBOX 

REI file number documented on file is ____________________;
OR
 FORMCHECKBOX 

File includes a copy of the select list & identifies invited vendors.

 FORMCHECKBOX 

Selection method for the contract was allowable as specified in the REI when select list was formed.

 FORMCHECKBOX 

If contract was trade agreement or multiple year applicable or for an individual, non-recurring contract for ITT, all vendors were invited to bid.

 FORMCHECKBOX 

If contract was trade agreement or multiple year applicable or for an individual, non-recurring contract, list was established in the past 12 months of soliciting bids/proposals

 FORMCHECKBOX 

If contract not trade agreement or multiple year applicable, list was established in the past 3 years of soliciting bids/proposals 
Select Invitation – Informal (not used if a formal select list exists)
 FORMCHECKBOX 

Contract valued less than $25k and not for recurring activity = 3 or more vendors solicited without establishing a formal select list (e.g., phone book, referrals, etc.)  
 FORMCHECKBOX 

File includes list of vendors invited and solicitation documentation.
	
	
	
	
	

	√

√

√

√

	
	Core 6.3.2 (c)(7)
& CMM 7.3.3 (C)

Core 6.3.3 (a)(1)
CMM 7.3.3 (B)

CMM 12.7.2
	
	Direct Invitation (direct award): 

 FORMCHECKBOX 

Value was $50k or more, no allowable exemption, or sole source cannot be strictly proven = mandatory advertising a Notice of Intent (FS1282 or equiv) on BC Bid.  Copy of notice is on file.

 FORMCHECKBOX 

Objections received as a result of the above NOI were appropriately dealt with (i.e. vendors objecting did not meet the requirements and were properly notified before DA proceeded).

 FORMCHECKBOX 

Justification from the Contract Officer (EA) on file (FS1340) approval form or other appropriate records.

 FORMCHECKBOX 

The DA contract meets the ministry’s approval and dollar threshold requirements specified in CMM and the FS1340 DA approval form.
Former Employee

 FORMCHECKBOX 

If contract awarded within 12 months of retirement/leaving – evidence of additional level of approval (ADM) on file and award is reported should monies received under voluntary exit program or severance have to be repaid – see CMM for full details).
	
	
	
	
	

	√
	√
	Core 6.3.2 (a)(5) & CMM Chpt 9.1.1 

CMM Chpt 7.2.2
	
	Procurement Method (Documents Used) - Invitation to Quote (ITQ), Invitation to Tender (ITT), Request for Proposals (RFP) - specify type used: ___________________________________________

 FORMCHECKBOX 

Procurement documents were Ministry-standard or other legally approved documents.  Copy of procurement package on file.

 FORMCHECKBOX 

If Invitation to Quote (ITQ) format, informal select invitation was used (contract not advertised / not posted on BC Bid).
	
	
	
	
	

	√
√
√
√

	√
√

	Good practice

Core 6.3.2 (a)(9) & 6.3.3(b)(1)
CMM 11.9

Core 6.3.2 (a)(8) & (7)
Good practice & Core 6.3.2(a)(8) & 1(0)
	If an appropriately detailed bid package is not provided and a proper bid process is not conducted the ministry is vulnerable to claims of unfair treatment and potential legal action.  

Wasted time and project delays may ensue if 
un-qualified vendors bid due to inadequate specification of required bidder qualifications.
	Solicitation documents / process met the following requirements:

 FORMCHECKBOX 

Solicitation documents contained appropriate details, e.g. bid conditions, project specifics (including known hazards, security services licensing, etc), deliverables and monitoring methods clearly defined, bidder eligibility requirements / qualifications, and (where applicable, e.g. RFP) evaluation method / weightings, etc.

 FORMCHECKBOX 

Solicitation documents contained objective selection criteria, and evaluation method was consistent with method specified in the bid package.

 FORMCHECKBOX 

Specimen copy of contract was included in the solicitation package.

 FORMCHECKBOX 

Response time was sufficient to allow bidders reasonable opportunity to compete.
 FORMCHECKBOX 

Identical information was provided to potential bidders.

 FORMCHECKBOX 

Tender/RFP amendments or clarifications or Q&As during the bid period were properly distributed.  Where appropriate, bid closing date was extended to allow sufficient time between issuance of amendment and bid closing.

 FORMCHECKBOX 

Bid-rigging was suspected or suspicious bidding pattern noticed – concerns were brought to the attention of Common Business Services.
	
	
	
	
	

	AWARD

	√
√
√
√

√

√
	
	CMM 12.3.3

Core 6.3.3 (b)(2), (3) & (7)
Core 6.3.3 (b)(4)
Core 6.3.3 (b)(1)
Core 6.3.3 (b)(5), (6) & (10)
Core 6.3.3 (b)(10)
	If bids are not evaluated / contract awarded in accordance with the specified bid conditions / criteria, the ministry could face legal action as well as public perception of un-fairness and lack of transparency.
	 FORMCHECKBOX 

Bids were appropriately recorded e.g. Tender Opening Record (FS 280), Proposal Evaluation form (FS771), or equivalent, and are on file.
 FORMCHECKBOX 

Bid evaluation was appropriately conducted and documented e.g. if RFP - evaluation team (normally 3 members used), FS1294 if ITT, FS771 if RFP and/or other related evaluation documentation used (e.g. record of reference contacted, etc.).
 FORMCHECKBOX 

Ministry staff participated in the bid evaluation process.

 FORMCHECKBOX 

Bids were based on a custom evaluation method – a full description of the method was provided in the bid documents, and specified process was used to select the contractor.
 FORMCHECKBOX 

Successful bid met mandatory requirements specified in the bid package.  Verification documentation on file.
 FORMCHECKBOX 

Award is in accordance with the criteria set out in the bid documents.

 FORMCHECKBOX 

Bids were based on ITQ or ITT – contractor was lowest-priced, qualified and compliant bid.

 FORMCHECKBOX 

Proposals were based on RFP – contractor had the best over-all rating in accordance with the criteria specified in the RFP.

 FORMCHECKBOX 

Due diligence was practiced with respect to verifying suitability of the vendor prior to award or RFP negotiations.  Depending on the size of the contract, checks may include:  credit history, background, references, identification of shareholders, directors and officers of the company, and any other items appropriate for the given contract / contractor.  Documentation on file.
	
	
	
	
	

	√
	
	Core 6.3.3 (a)(1)
	
	 FORMCHECKBOX 

Contract was Direct Award - the following procurement process code was used and appears to be consistent with justification / circumstances recorded:
 FORMCHECKBOX 

200-contract with another government organization

 FORMCHECKBOX 

201-only one qualified contractor (evidence documentation)

 FORMCHECKBOX 

202-unforeseeable emergency

 FORMCHECKBOX 

203-competitive process would interfere w/maintaining security

 FORMCHECKBOX 

204-confidential or privileged nature

 FORMCHECKBOX 

205–notice of intent

 FORMCHECKBOX 

206–no justification (should NOT be used)

 FORMCHECKBOX 

207–under $25k and all of the criteria specified in the FS1340 DA approval form applied.

 FORMCHECKBOX 

208–Shared Cost Arrangement-financial assistance to a group
 FORMCHECKBOX 

209–Share Cost Arrangement-competition not appropriate
 FORMCHECKBOX 

400–soliciting one vendor from a pre-qualified select list


	
	
	
	
	

	√

	√

	Core 6.3.3 (c)(1)
& CMM 3.7.1, 15.9, and 17.2.1
and 
Good practice
	
	 FORMCHECKBOX 

Approval to award:  Evidence of appropriate level of approval, i.e. appropriate Expense Authority or other higher level approval where required.
 FORMCHECKBOX 

Frontrunner notification:  If RFP, frontrunner notification letter issued prior to award letter (FS1319 or equiv)

 FORMCHECKBOX 

Award notification:  Award letter sent to successful bidder – specify format, e.g. FS1280 (if ITQ or ITT) or FS1280a (if RFP) , or equivalent: _________________________________________.

 FORMCHECKBOX 

Unsuccessful notification:  If ITQ or ITT = unsuccessful letters sent after contract fully signed (if ITT notice of successful bid may be posted on BC Bid in lieu of rejection letters, except where bid securities are involved as securities must be returned).  If RFP – rejection letters sent to all unsuccessful proponents after contract fully signed, c/w offer of a debriefing.
	
	
	
	
	

	√

√
√
	√

	Core 6.3.3 (e)(5) & (7)
CMM 15.11

Core 6.3.3 (e)(2) & (3)
	If legally approved contract templates not used ministry could be open to a multitude of liabilities / risks and potential legal action if problems occur.
	 FORMCHECKBOX 

Written contract, complete w/all applicable schedules – type:

 FORMCHECKBOX 

Standard Ministry contract template (i.e. from forms website).  Specify FS number e.g.  FS1, 21, 101, 1000, 625, 780, etc.:



____________________________________; or
 FORMCHECKBOX 

Other pre-approved custom or program specific agreement –evidence of legal review on file.  
 FORMCHECKBOX 

Final contract did not vary from scope identified in bid documents (if RFP, minor adjustments as per proposal and/or as negotiated prior to award are allowed, and must be detailed in the final contract).
 FORMCHECKBOX 

Contract signed and delivered by all parties prior to commencement of service / work.
 FORMCHECKBOX 

Contract made in the contractor’s legal name, and signed by authorized parties.  Copy of Corporate Registry check, etc. on file.
	
	
	
	
	


	√
√
√
√
√
√
√
√
	√

	CMM 8.13.3
CMM 8.13.6
CMM 8.13.3 & 8.13.10
Core 6.3.3 (e)(11)
Core 6.3.3 (e)(12)
Core 6.3.4 (e)(10) & 
CMM 9.13 & 9.14
WSBC & CMM 8.13.11 & 8.13.12 &CPosting #2007-013 (09-002)
CMM 8.2.4, 8.3.5, 8.4.2, 8.12.4

	If these various risk management requirements / measures / forms are not in place ministry could incur losses and be subject to legal action.
	Risk Management
 FORMCHECKBOX 

WorkSafe BC/Personal Optional Protection (POP) coverage confirmed
 FORMCHECKBOX 

WSBC notified of contract award (via Contract Award Letter- FS1280 or Notice to Commence Work – FS1279)
 FORMCHECKBOX 

Ministry extended its WorkSafe BC coverage – the following requirements were met & documented on file:

· evidence of approval from the manager of the program area (e.g., director, TSO, DM, RED, etc.); and
· clause to set aside WSBC incorporated into contract (e.g. Schedule A) – see CMM Chapter 9.12.10; and

· evidence that the ministry met its responsibilities specified in chapter 8.13.3 & 8.13.10 of CMM.
 FORMCHECKBOX 

Insurance requirements apply – completed FIN173 Certificate of Insurance (and ICBC certificate, if applicable) on file.

 FORMCHECKBOX 

Protection of Privacy Schedule (PPS) – contract includes personal information as defined in the Freedom of Information and Privacy Act (unless it is not intended that the public body will own or control personal information.  PPS included in contract.
 FORMCHECKBOX 

Acknowledgement of Assignment of Copyright (FS1235).

 FORMCHECKBOX 

Waiver(s) of Moral Rights (FS1235a).
 FORMCHECKBOX 

Prime Contractor Agreement (FS1354) attached to contract and where applicable executed with Prime Contractor.
 FORMCHECKBOX 

Notice of Project submitted to WSBC where applicable
 FORMCHECKBOX 

Bid security – required, or optional & was appropriate

 FORMCHECKBOX 

Performance security – required, or optional & was appropriate
 FORMCHECKBOX 

Labour & Material Pay Bond – required, or optional & was appropriate
 FORMCHECKBOX 

3rd party holdback –required, or optional & was appropriate
	
	
	
	
	

	√
(or good practice depend-ing on type of contract)
	
	
	
	 FORMCHECKBOX 

Other forms, documents, verifications required under the contract – specify: 


_____________________________________


_____________________________________
	
	
	
	
	


	ADMINISTRATION & MONITORING

	√
√
√
	√
√
	Core 6.3.6 (c)(1)
Good practice

Core 6.3.6 (c)(2)
Core 6.3.6 (d)(1)(2) & CMM 20.2.1
CMM 8.3.2
	
	 FORMCHECKBOX 

Outputs and outcomes (deliverables) were clearly specified in the contract.
 FORMCHECKBOX 

Deliverables are “SMART” (specific, measureable, attainable, relevant, and time-bound).
 FORMCHECKBOX 

Timely and consistent monitoring was done in accordance with the terms and conditions of the contract – inspection(s) documented and on file (Note: small contract w/one-time payment may = inspection of final deliverables certified as goods & services received on invoice)
 FORMCHECKBOX 

Compliance problems were indicated & enforcement was handled in a progressively more severe manner, and appropriate records are on file (FS1301, FS1302, FS1303). 

 FORMCHECKBOX 

If a performance bond is applicable to the contract, surety company notified of compliance issues (via copy of enforcement letters or other equivalent method).
	
	
	
	
	

	√
	
	Core 6.3.6 (f)(1)
	
	 FORMCHECKBOX 

Disputes were encountered and were handled in a just, prompt and cost-effective manner, and in accordance with the contract.
	
	
	
	
	

	√
√

√
√
	√
Good practice
√
√
√
	Core 6.3.3 (e)(9) & CMM 12.2.1
CMM 21.2.1
Core 6.3.3 (e)(10)
CPosting 2008-015

Core 6.3.2 (a)(11)

Core 6.3.3 (e)(9)

CMM 8.9.2(10)
CMM 21.6

CMM 8.13.6
	
	Contract Amendments
 FORMCHECKBOX 

Approved document use for each amendment [i.e. FS600 or custom (legally reviewed), c/w evidence of review on file]
 FORMCHECKBOX 

Justification & rationale on file for each amendment that supported need to amend.
 FORMCHECKBOX 

Appropriate level of approval obtained prior to issuance of each amendment.
 FORMCHECKBOX 

Single term contract Term extended - extended due to unforeseen event that delayed the delivery of specific contract outputs (circumstances detailed in the justification).

 FORMCHECKBOX 

Option to Renew contract Term extended – requirements:
 FORMCHECKBOX 

Extension was in accordance with OTR clause in solicitation (bid) documents and contract specifying the maximum number of years allowed.

 FORMCHECKBOX 

Confirmation (e.g. evaluation) of satisfactory performance by the contractor in the preceding Term included on file.
 FORMCHECKBOX 

The contract was not retroactively extended (i.e. amendment was issued prior to expiry of Term).

 FORMCHECKBOX 

The amendment did not substantially change the nature and intent of the original contract.

 FORMCHECKBOX 

Written amendment(s) signed by all parties – prior to changes taking effect.
 FORMCHECKBOX 

Insurance requirements apply and policies were scheduled to expire prior to end of contract Term - updated FIN173 Certificate of Insurance (and ICBC certificate, if applicable) obtained from contractor.

 FORMCHECKBOX 

If a performance bond is applicable to the contract, surety company notified of contract amendments (via copy of modification agreements)

 FORMCHECKBOX 

Amendment(s) increases total contract value in excess of $25K = WSBC notified
	
	
	
	
	

	√

	
	Core 6.3.6 (b)(1), (2), (3), (4), (5) & (6)
	
	 FORMCHECKBOX 

A contract summary was maintained (e.g. FS766 or equivalent).

 FORMCHECKBOX 

Contract does not contain a cost overrun clause

 FORMCHECKBOX 

Payment details are included in the contract’s Payment Schedule.
 FORMCHECKBOX 

All bid prices exclude taxes but contractor invoice includes calculation of fees plus applicable taxes, and expenses if applicable

 FORMCHECKBOX 

Non-Canadian contractor performing work in Canada – Payment Schedule contains withholding tax clause and the deductions were made / deposited to the correct account.

 FORMCHECKBOX 

Contract included requirement for advance payments, and specified how the advances are:

· earned; or

· to be repaid if services not substantially completed; and
· what interest rate, if any, must apply
	
	
	
	
	


	ADMINISTRATION & MONITORING

	
	√
	CMM CPosting 2006-011
	
	 FORMCHECKBOX 

Contract Completion Certificate (e.g. FS687 or equivalent) required as specified in the contract, and issued.  Note: A completion certificate is required under the terms of certain contracts (e.g. FS625 - Major Works Contract, etc.), and optional for other contracts.  Copy was provided to the contractor.
	
	
	
	
	

	√
	√
	Core 4.3.17 &
CMM 8.12.4 & CPosting 2001-010 and 2006-011
	
	Performance Security and 3rd Party Claims Holdback:

 FORMCHECKBOX 

Contract included performance security (form of holdback from payment or upfront deposit) – confirmation of satisfactory completion on file and security released to the contractor on schedule.  If contract was not successfully completed, detail any amounts recovered from the security in the Comments column.

 FORMCHECKBOX 

Contract included 3rd party claims holdback – contract satisfactorily completed – any specific terms and conditions of the contract for release of holdback were fulfilled and the holdback was released on schedule.  If any formal claims against the funds, appropriate action was taken – detail in Comments column.
Note:
the major works contracts have specified 3rd party claim holdback release conditions that must first be met
Note:
the Contract Summary Card should indicate if 3rd party holdback was retained.
	
	
	
	
	

	√


	√

	CMM 8.12.3(4), and CPosting 2006-011
	
	 FORMCHECKBOX 

Where WSBC was given notice of contract award (via award letter or a subsequent contract amendment due to value of contract increase in excess of $25k), notification of completion or earlier termination has been provided to WorkSafe BC prior to final payment and/or holdback release required (FS1312 WSBC Notice of Holdback Release or equivalent).
	
	
	
	
	

	√
	Best Practice
Best Practice

	Core 6.3.6 (c)(3) & 6.3.3(b)(10)
CMM Evaluation SharePoint Site
	
	 FORMCHECKBOX 

Contract valued at $50K or more = mandatory Contract / Contractor Evaluation (FS688 or equivalent) on file.  Copy was provided to the contractor.
 FORMCHECKBOX 

Contract valued less than $50K = best practice to complete a Contract / Contractor Evaluation (FS688 or equivalent)
 FORMCHECKBOX 

Completed Contract/Contractor Evaluation submitted to Financial Services Branch for posting on the Procurement SharePoint site.
	
	
	
	
	

	√
	
	Core 6.3.3 (e)(1)
	
	 FORMCHECKBOX 

Adequate documentation was maintained for all phases of the contract.  In the comments column, note any exceptions which have not already been noted under other specific items.
	
	
	
	
	

	√ 
Note: D.3 x-references back to various policy sections of Core as applicable
√
√
√
√
√

	
	Core D.3

Core 6.3.6 (a)(2) & (3)
Core 6.3.6 (a)(1) & (5) 

Core 3.3.(c)(4)

Core H1 (Accounts Pay & Accruals)

Core 6.3.6 (b)(2)
Core 6.3.3(d)(1)
	If service / work is not properly inspected, the Province may pay for service / work that is inadequate or never received.
	Contract Payments
 FORMCHECKBOX 

Invoices were date stamped with date received by ministry (or evidence of electronically received date (e.g. cover e-mail, etc.).

 FORMCHECKBOX 

Invoices included the following details as per Core D.3, and any other billing details required under the specific  contract payment schedule: 

· reference to the (non-standard) contract or agreement. 

· the name and address of the contractor;

· the date and number of the invoice;
· period of time which the invoice applies;
· dates, description, and who performed the services;

· calculation of all fees with the rate of pay (hour, day, etc.);
· if expenses payable, chronological listing w/receipts if applicable;

· a description of any GST or other tax credits, rebates, refunds, etc.,
· separate line calculation of applicable taxes

 FORMCHECKBOX 

Appropriate Expense Authority electronically (or otherwise) authorized the Purchase Order.  If PO exempt (e.g. direct fire expenditures, etc.), provide details in Other – Program Specific, or the Comments column of the checklist.

 FORMCHECKBOX 

Service / work was inspected, found to be in accordance with the contract, and invoices were authorized for goods and/or services received by the Qualified Receiver who was other than the Expense Authority.  Any discrepancies were immediately reported to the contractor.

 FORMCHECKBOX 

Appropriate account coding was used.

 FORMCHECKBOX 

Service / work paid for within the fiscal year (or on accrual) was completed no later than March 31 (as verified by G. & S. Received date on invoice / in iProcurement).

 FORMCHECKBOX 

Contract did not contain a cost over-run clause.

 FORMCHECKBOX 

Contract had a firm ceiling price (exclusive of taxes) or on number of units – ministry has control over the ceiling
	
	
	
	
	


	OTHER – PROGRAM SPECIFIC

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Additional Comments for Contract Review
Phase Abbreviations:
P
=
Planning
AM
=
Administration & Monitoring
PS
=
Pre-award & Solicitation
C
=
Completion

A
=
Award
O
=
Other – Program Specific
	
	Phase
	Item / Page No. Reference
	Comments

(e.g. documentation missing / insufficient, or other pertinent details)

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


	
	Phase
	Item / Page No. Reference
	Comments

(e.g. documentation missing / insufficient, or other pertinent details)

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	


Reviewer Sign-off

	Reviewer Comments / Recommendations - 
if any:
	


________________________________________________________
__________________________________________
_________________________

Reviewer 1 – Printed Name / Title

Reviewer 1 Signature
Date

________________________________________________________
__________________________________________
_________________________

Reviewer 2 (if applicable) – Printed Name / Title

Reviewer 2 Signature
Date

Requesting Authority Sign-off, e.g. Response Centre Manager (RCM), Finance & Administration Manager, etc.
	Comments – if any 
(e.g. notes re: corrective action, etc.):
	


__________________________________________________________
__________________________________________
_________________________

Printed Name / Title

Signature

Date

Distribution:
Copy - it’s recommended that the reviewer retain a (transitory) copy until the original is fully signed off and filed.

Original – if the Response Centre Manager is not the position signing above, route original to the RCM for review before filing the fully signed original on the applicable audit file for the OPR office (e.g. ARCS classification series 975- . . . .).

(Note:  The contract file does not get a copy)[image: image3]
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