BBMR-CR-4


BUREAU OF BUDGET AND MANAGEMENT RESEARCH

CONTRACT REVIEW CHECKLIST

Requesting Dept./Agency: ___________________________________    Division/Program:​​​​​​​​​​​​​​​​​​​______________________________

Date Received by BMMR: ___________________________________    Date Reviewed: _______________________________  

Contract / Project Title: _____________________________________     P.L. / Grant Award No.:_________________________

Account No. to be charged: __________________________________








               Department
           BBMR 








                Yes       No                       Yes      No

I. ALL CONTRACTS (INCLUSIVE OF CIPs & LEASE AGREEMENTS) 
1.
Are funds available?





____    ____                    ____    ____
   

2.
If federal funds are utilized:

a.)  Is contract in compliance with federal requirements?


____    ____
        ____    ____

b.)  Is the clause “Subject to the Availability of Federal Funds” indicated?
____    ____
        ____    ____

3. Are appropriate signature blocks reflected? 

(Department Head, Contractor, Attorney General , BBMR, etc.)
____    ____
____    ____

4. Are appropriate signatures affixed (present)?
____    ____
____    ____

5. Are both the account number(s) and contract amount reflected under the 

        “Certification of Funds” block?
​​​​​____    ____
____    ____

6. Are funds certified as available in compliance with applicable Certifying


Officer mandates?
____    ____
____    ____
7.
Was the Attorney General’s model contract used (for Personal Services)? 
____  ____
____    ____

8. Are documents required under E.O. 87-02, 95-01, and 98-33 attached?
____  ____
____    ____

II. CAPITAL IMPROVEMENT PROJECT (CIP) CONTRACTS / LEASE AGREEMENTS
Are the following items included as contract support documentation:

1. Cover memorandum from issuing department / agency?
____    ____
____    ____

2. Chronology of contract events?
____    ____
____    ____

3. Copies of Request For Proposals (RFP) / Bid advertisements?
____    ____
____    ____

4.
Memorandum of A / E selection process?
____    ____
____    ____

5. List of firms (A / E & Construction) responding to RFP / Bid?
____    ____
____    ____

6.
Letter to firm (A / E and Construction) selected?
____    ____
____    ____

7.
Documentation of A/E or Construction firm:
____    ____
____    ____

· Business License

· Certificate of Business

· Copy of Bonding Requirement

· Copy of Major Shareholder Affidavit

8.     Copy of Scope of Work / Services?
____    ____
____    ____

9.
Copy of Fee Schedule?
____    ____
____    ____

10.
Consultant / Contractor agreement?
____    ____   
____    ____


DEPARTMENT:
Prepared By: ________________________________________  
Date: ___________________________ 
Approved By (Dept. Head): ____________________________
Date: ___________________________


BBMR ACTION:

Analyst Recommendation:                       
Approval

                                                      

Disapproval     __________________________    _____________


(Analyst)                                      (Date)

COMMENTS:

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________












Updated: June 2, 2005

