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	Checklist for Contract Conformance



The table depicted below lists the different components that comprise a contract along with examples of each. 

The Contract Specialist shall consider these elements when developing a contract to avoid contradictions between the RFP, Bidder’s proposal, clarifications, and negotiation agreements. 

The areas outlined in this checklist are usually discussed with the successful Bidder during the negotiation or pre-execution phase. This checklist is not intended to be a definite or comprehensive list.  

	Part of Contract
	Example Documents
	Checked/Included 

	Contract Addenda
	· Pre-contract documents and statements
· Implementation plan
· Responsibilities & tasks
· Usage of subcontractors
· Complete the attachments and exhibits 
	

	Terms of Contract
	· Initial terms of RFP
· Bidder’s proposal conditions
· Elaborated conditions regarding competence and management; qualifications and quality
· Warranties period, suitability, extent
· Service level agreements
· Performance evaluations – reward & remedy
	

	Legal Terms
	· Conditions of contract
· Statutory conditions
· KSA Procurement Law
	

	Entity’s Rights
	· Events constituting default
· Bankruptcy
· Failure to deliver
· Termination of agreement
· Liquidation of damages
	

	Deliverables
	· Consultancy and support services
· Documentation and reporting
· Value add and innovation
· Help desk; operations and reporting
	

	Delivery
	· Timetable – mobilization and go live
· Response and rectification
	

	Adequate Performance
	· Standards; standard operating procedures
· Key performance indicators
	

	Facility User Satisfaction
	· Complaints
· Customer Relationship Management (CRM)
	

	Asset Preservation
	· Maintenance schedules
· Condition assessment and reporting
· Inspections and testing
	

	Sourcing
	· Spare parts; consumables; tools; heavy equipment; materials
	

	Price
	· Fixed cost
· Time and material costs
· Schedule of rates
· Pricing basis and parameters 
· Optional and call-off charges 
· Pricing of subsequent variations 
	

	Payments
	· Fixed dates
· Progress payments 
· Periodic payments
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