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1. INTRODUCTION
[This is a generic introduction that may be left as is, revised, or replaced in its entirety based on how you want to convey the message. The idea is to explain to the reader what the purpose of the project is and how contract management relates to the project.]
The <<Department>> is implementing the <<Project>> to <<insert business drivers – sometimes articulated as project objectives - here>>. To ensure these objectives are made, many projects hire vendors to perform some of the work. The vehicles through which these vendors provide the services, the contract, must be well managed to ensure the state gets what it needs and the vendor is paid timely. The process of managing the vendor and contract is known as Contract Management in the world of IT projects.  
Contract Management begins when identification of the need for a contract is made and continues through management of the contract to acceptance of the final delivery of the services or product.  Contract Management ends when all contracted services/products have been delivered, accepted and paid for, and all associated contract paperwork has been closed and files have been archived.  Contract management is an ongoing process and is a critical component of project monitoring and control activities.

2. [bookmark: _Toc443042463][bookmark: _Toc396923371][bookmark: _Toc401067597][bookmark: _Toc401067735]OVERVIEW 
[This section provides a very high level overview of contract management. The language below may be can be left as is, revised, or replaced in its entirety based on how you want to convey the message.]
This document identifies the procedures used to ensure both the state and the contractor are adhering to the terms and conditions of the contract and are providing the required services/products that meet the expectations of the project throughout the project life cycle.  This Contract Management Plan identifies the activities to be performed or initiated by the State’s Contract Manager to manage, track, amend, and close a contract. It is different than the work to procure the services, which is typically under the purview of the department’s procurement office, not the project that will benefit from having the contractor provide the services.

3. [bookmark: _Toc443042464]Document Maintenance
[This section is standard in all project artifacts to let the reader know how frequently and when this plan will be updated. It may be left as is, revised, or replaced in its entirety based on how you want to convey the message.]
This plan is a living document and may be amended or modified as needed throughout the life of the project if roles need to be added or revised, additional entities or responsibilities need to be formally assigned, or process steps need to be revised to better meet the needs of the project.  
Additionally, this document will be reviewed annually and updated, as needed. This document contains a revision history log. When changes occur, the version number will be updated to the next increment along with the date, and the owner making the change and change description will be recorded in the revision history log of the document.

4. [bookmark: _Toc396923373][bookmark: _Toc443042465]Scope of MASTER CONTRACT MANAGEMENT Plan
[This section describes what is covered in the Contract Management Plan. It may be left as is, revised, or replaced in its entirety based on how you want to convey the message.]
This Master Contract Management Plan describes who, by role, is responsible for managing the many contracts that are typically used on projects of this size.  Managing the contracts is not merely an administrative task and carries with it much responsibility for ensuring the vendors deliver what is required of their contract by pro-actively measuring and monitoring progress, and reporting that progress timely to the Project Manager. 
Having said that, it is every team member’s responsibility to ensure they are fulfilling their responsibilities vis-à-vis each contractor. The Plan identifies how performance metrics will be collected and reported up to the Project Manager. 
The Plan also specifies thresholds above which issues must be escalated to a higher level of authority. Should parties to the project want to appeal a decision, the plan includes an appeal process. 
5. [bookmark: _Toc396923374][bookmark: _Toc443042466]Success Criteria for Plan
[This section describes how you will know if the plan is effective. The language may be left as is, revised, or replaced in its entirety based on how you want to convey the message.]
This Contract Management Plan will be considered successfully implemented if:
· all parties understand their responsibilities vis-à-vis the contracts. 
· the Contract Manager identifies and provides to the Project Manager performance measurements in a timely fashion.
· the Project Manager is assured through the Contract Manager’s work that the vendors are performing per the contracts.
· the vendors and State each understand their contractual obligations.
· the vendors and State each meet their contractual obligations.
· the vendors are paid timely.
6. [bookmark: _Toc234035690][bookmark: _Toc237772135][bookmark: _Toc239749083][bookmark: _Toc259103499][bookmark: _Toc315799229][bookmark: _Toc396923375][bookmark: _Toc443042467]Intended Audience and Document Use
[This section describes who should read and be familiar with the contents of this document. It may be left as is, revised, or replaced in its entirety based on how you want to convey the message.]
The Executive Steering Committee [replace Executive Steering Committee with the formal name of the highest ranking decision-making body for your project], Project Sponsor, Project Director, Project Manager, Contract Manager, vendors, and oversight providers should be familiar with the contract management process and their role in it, as described in this plan.  The purpose of documenting the process around managing the contract is to establish commonly held expectations about roles and responsibilities as it relates to the contracts. 
7. [bookmark: _Toc401067598][bookmark: _Toc401067736][bookmark: _Toc443042468]REFERENCED DOCUMENTS
[This section describes which project documents are referenced and where they can be found. For example, to ensure commonality of the use of terms, a Project Glossary is typically created at the onset of a project and updated throughout. The Project Glossary would be a document that is typically referenced and/or relied upon to build other project artifacts. Thus, it would be noted below. With the addition of these references, this section may be left as is, revised, or replaced in its entirety based on how you want to convey the message.]
The following project artifacts are referenced in this plan:
<<Referenced document>>
<<Referenced document>>
<<Referenced document>>

Project artifacts that are referenced or otherwise used to build this Contract Management Plan can be found here:
<<Document Location – provide entire path or share point site>>
8. [bookmark: _toc410632345][bookmark: _toc343576585][bookmark: _toc343491685][bookmark: _toc343405817][bookmark: _toc343252880][bookmark: _Toc343249284][bookmark: _Toc401067604][bookmark: _Toc401067744][bookmark: _Toc443042469][bookmark: _Toc396923377][bookmark: _Toc401067603][bookmark: _Toc401067743]Assumptions
[This section describes assumptions used when developing this Contract Management Plan. The purpose of documenting assumptions is a reminder that certain expectations, or unknowns, were used when developing the approach. If/when the expectations or unknowns are changed or become known the approach may change.  This section can be left as is, revised, or replaced in its entirety based on how you want to convey the message.]
In the initial stages of a project there are many unknowns to the project. To ensure everyone understands the unknowns to the greatest extent, a list of assumptions is developed so that as decisions are made the project re-visits decisions that were based on assumptions that have since changed. 
The Contract Management Plan strategies, activities, and methods are predicated upon the following assumptions:
[List all relevant assumptions or dependencies pertaining to your project. Some assumptions that can be used are included below. You may keep them as is, modify them to reflect your project’s unique assumptions, or eliminate an assumption in its entirety. ]
1. A reliable project schedule is available for use in anticipating contract needs.
2. Sufficient capacity of the project team to define contract scope, requirements and deliverables to meet contract initiation lead times. 
3. Timely review and approval of contract and contract amendment requests by all entities named under roles and responsibilities.
4. Cooperation of Contractors in meeting invoicing and time reporting requirements.
5. Accurate, timely, and complete information is provided by <<Department>>’s Accounting office to track expenditures. 
6. Timely reporting by Project Manager to Contract Manager of contractors’ ability to meet deliverable deadlines. 
7. Continued authorization to expend budgeted funds to pay vendors in a timely way.
8. Timely response by the State and Contractor’s <<Project>> Project Manager to contract-related issues as they emerge. 
[image: N:\Admin\Templates\Logo\CDP Logo- v3.png]	CONTRACT MANAGEMENT pLAN TEMPLATE
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[bookmark: _APPENDIX-A]
9. [bookmark: _Toc443042470]Roles and Responsibilities
[This section describes who is responsible for which decisions on the project.  The purpose of doing so is to ensure decisions are made at the lowest level on the project with the authority to do so and that each project participant knows who can make a particular type of decision. This section may be left as is, revised, or replaced in its entirety based on how you want to convey the message.]
To ensure the contracts are managed appropriately, clear roles and responsibilities must be defined and made known to all involved. (Note that these are project roles, not department position classifications or titles.)  The following identifies project roles as they relate to contract management. 
1. [bookmark: _Toc252881893]Roles and Responsibilities
This section describes the department, project, and vendor roles and responsibilities in contract management.  
1.1 [bookmark: _Toc228597947][bookmark: _Toc228846271][bookmark: _Toc229457695][bookmark: _Toc252881896][bookmark: _Toc443042471]Contract Manager 
The Contract Manager is responsible for knowing and complying with all applicable procurement- and contract-related statutes and regulations as well as policies and procedures. Ultimately, the Contract Manager is responsible for ensuring the vendors comply with the contract through regular monitoring and evaluation of vendors’ deliverables against the contract.
As such, the Contract Manager’s responsibilities include:
· initiation and development of all contract-related documents including amendments. 
· securing approvals of procurement- and contract-related documents from all relevant parties. (Note: your department may require that procurements, including amendments, be processed by a specific unit within the department that is not related to the project. The Contract Manager is still responsible to the project for shepherding it through the process on behalf of the project.)
· ensuring the expectations and due dates for each deliverable set forth in the contract are clear, complete, and correctly reflected in the Deliverable Expectation Documents (DED).
· developing and implementing tools to track all contract requirements, payable and non-payable deliverables, and terms and conditions.
· tracking all contractual requirements of the state (e.g., timeliness of state review of deliverables).
· monitoring to ensure state’s timely acceptance or rejection of deliverables.
· validating deliverable acceptance prior to approval to pay invoice.
· researching contract issues that arise.
· monitoring performance against established performance metrics and reporting actual performance to Project Manager by 10th of each month.
· Ensuring correct cost accounting codes are assigned to approved invoices.
· routing and acquiring timely approval or rejection of invoices. 
· ensuring timely payment to vendors.
· Reviewing budget and confirming availability of sufficient funds to pay invoices.
· monitoring contract funds regularly to ensure sufficient funding is available for appropriate fiscal year.
· tracking and analyzing expenditures to ensure contractual compliance.
· tracking invoices and expenditures to ensure appropriate payment of invoices without overpayment. 
· projecting funding and expenditures throughout the project duration to ensure sufficient funds are available in the correct fiscal year for the work that is to be performed. 
· reporting each contract budget, actual expenditures and projected expenditures by fiscal year to the Project Manager by the 10th of each month.
· working with the Project Librarian to archive all contractor-developed payable and non-payable deliverables as well as invoices and payments within two days of receipt. If there is no Project Librarian Contract Manager is responsible for filing all contract-related documents. 

1.2 [bookmark: _Toc246497211][bookmark: _Toc246498998][bookmark: _Toc246499054][bookmark: _Toc228597952][bookmark: _Toc228846276][bookmark: _Toc229457700][bookmark: _Toc252881898][bookmark: _Toc443042472][bookmark: _Toc252881894][bookmark: _Toc228597950][bookmark: _Toc228846274][bookmark: _Toc229457698][bookmark: _Toc252881897]Project Sponsor 
The Project Sponsor is the ultimate advocate for the merit and business value of the project.  As such, the Project Sponsor will be consulted before any contract is amended. The Project Sponsor may need to elevate a contract amendment, depending upon amount of change to scope, budget, or schedule, to the Executive Steering Committee. 
1.3 [bookmark: _Toc443042473]Project Director
The Project Director leads the development and amendment of project contracts and is responsible for reviewing and approving contracts, contract amendments, and any project-initiated correspondence related to the contracts. The Project Director is responsible for negotiating with the contractor on contract amendment content.  The Project Director is also responsible for official approval of contractor invoices and deliverables based on the Project Manager’s recommendations. The Project Director is responsible for securing project funding and resolving funding issues. If the Project Director is a vendor him/herself, these responsibilities must be completed by the Project Sponsor. 
1.4 [bookmark: _Toc252881895][bookmark: _Toc443042474]Project Manager 
As long as the Project Manager is not a contractor him/herself, the Project Manager is responsible for overseeing the Contractor’s performance, including deliverable review, and ensuring timely reviews of deliverables and approval of invoices.  If the Project Manager is a contractor him/herself then these responsibilities fall to the Project Director. 
The Project Manager is responsible for ensuring state resources are available to the Contractor as agreed and for ensuring the state completes its work timely for Contractor to complete its deliverables.  The Project Manager also assists with the development of project-relevant content for contract amendments for existing contracts.  The Project Manager confirms Contractor deliverables have been fulfilled and recommends payment for invoices to the Contract Manager.  The Project Manager also reviews requests to replace the vendor’s project staff and makes a recommendation to the Project Director. 
The Project Manager is responsible for ensuring timely review of deliverables and invoices. At the conclusion of the review, the Project Manager is responsible for providing a recommendation for approval or rejection to the Project Director. 
The Project Manager is also responsible for reviewing the vendors’ performance, with metrics provided by the Contract Manager, and taking appropriate action if needed.  The purpose of the Contract Manager providing the Project Manager ongoing performance data is to identify positives trends and appreciate the vendor’s work and with negative trends early to prevent a catastrophic issue occurring on the project. 
1.5 [bookmark: _Toc443042475]Project Management Team
The Project Management Team consists of the Project Manager, the <<Program>> Leads, and the Information Technology (IT) Leads. This team is responsible for reviewing deliverables to ensure the quality meets contractual requirements. The Project Management Team also assists with contractor evaluation at the close of the contract.   
1.6 [bookmark: _Toc443042476][bookmark: _Toc228597956][bookmark: _Toc228846280][bookmark: _Toc229457704][bookmark: _Toc252881899]<<Your department’s name here>> Administrative Division
Within every department is a division that has responsibility for accounting, budgeting, and procurement. For <<your department’s name here>>, the name of that division is <<Your department’s administrative division’s name here>>. This division is responsible for submitting Budget Change Proposals (BCP) for <<Project Name>> Project to the Department of Finance, providing an accounting of <<Project Name>> Project expenditures monthly to the <<Project Name>> Project Manager and Contract Manager, and assisting <<Project Name>> Project procure needed services.  
1.6.1 [bookmark: _Toc443042477]<<Department>> Accounting Office
The Accounting Office is responsible for receiving and routing approvals of invoices. When all approvals are received, the accounting staff creates a request for payment and sends the request to the State Controller’s Office (SCO). Invoices must be processed within a statutorily established deadline. Payments to small businesses are due in a shorter time period than larger businesses – typically in 30 days. 
The Accounting Office is also typically responsible for ensuring sufficient funds have been authorized in the correct fiscal year and if not, working with the budget staff to acquire approval of the funds for the project. 
1.6.2 [bookmark: _Toc229457705][bookmark: _Toc252881900][bookmark: _Toc443042478]<<Department>> Procurement Services
The << Division>> is responsible for developing the Department’s procurement documents, and administering the Department’s contracts and ensuring they are in accordance with applicable State and Federal statutes, regulations, policies and procedures.  This includes but is not limited to <<insert what your department’s direction is, which may include drafting of solicitations, contracts, contract amendments, coordinating approvals and execution of contracts, keeping records of contractor performance (Std. 204)>>.  When contracts or amendments are executed, the office staff sends executed copies to the Contractor, <<Department>> Accounting Office and the <<Project>> Contract Manager within <<insert number of days>> of contract execution.  
1.7 [bookmark: _Toc252881901][bookmark: _Toc443042479]<<Department>> General Counsel
[bookmark: _GoBack]The <<Your Department Name>> General Counsel ensures that <<insert the service that your General Counsel provides the department which could include: contract terms are compliant with legal principals and that contract language is in the best interest of the agency.  In-house counsel may develop or refine contract terms, determine requirements related to conflict of interest and confidentiality, and may assist with contractor negotiations and resolving contract disputes.>>  As such, the General Counsel must be consulted before a contract is let or an amendment is being developed to protect the state. 
1.8 [bookmark: _Toc228597962][bookmark: _Toc228846286][bookmark: _Toc229457711][bookmark: _Toc252881902][bookmark: _Toc443042480]Department of TECHNOLOGY, STATEWIDE TECHNOLOGY PROCUREMENT DIVISION
Departments are required to seek approval for formal procurements from the Statewide Technology Procurement Division (STPD) at the Department of Technology.  This includes, but is not limited to, developing nonstandard contract language, negotiating contract terms and conditions, and addressing issues related to conflict of interest, confidentiality, contract terms and conditions, amendments, and contract disputes. The STPD is responsible for ensuring contract procurements follow state contract statute and regulations, keeping records of contractor performance, and approving contract amendments over a department’s delegated authority. Before beginning work on <<Project Name>> Project, the Contract Manager shall contact the STPD to engage them around the development of the Request for Proposals. [Note that some departments require that this contact come from within their Administration Division, not the Project. Please check your department’s procedures to determine who should contact STPD and enter that information in the prior sentence.]
1.9 [bookmark: _Toc228597963][bookmark: _Toc228846287][bookmark: _Toc229457712][bookmark: _Toc252881903][bookmark: _Toc443042481]Department of General Services - Procurement Division
The Department of General Services Procurement Division (DGS-PD) is responsible for establishing and maintaining the California Multiple Award Schedule (CMAS) and IT Master Services Award (IT MSA) contract lists, which can be used to secure services such as project management, independent verification and validation (IV&V), security, architecture, and more. 
[Note: Some departments require that only the Administration Division can contact control agencies to seek assistance. Find out what your department’s procedures are around who may contact DGS before beginning your CMAS and IT MSA procurements for this project.]
1.10 [bookmark: _Toc228597964][bookmark: _Toc228846288][bookmark: _Toc229457713][bookmark: _Toc252881904][bookmark: _Toc443042482]State ControlleR’s Office (SCO)
The State Controller’s Office (SCO) is responsible for receiving check requests for payment from state departments, issuing the associated check for payment, and mailing the check to the contractor. 

1.11 [bookmark: _Toc443042483]VENDOR
Describe vendor’s role

10. [bookmark: _Toc252881905][bookmark: _Toc443042484]Type of Contracting Vehicles 
[bookmark: _Toc246488034][bookmark: _Toc246497225]Contracts are used to acquire services and/or goods. Several contracting vehicles are available specifically for IT services and/or goods. The decision as to which vehicle to use is driven by the expected value of the service, the type of service (Information Technology vs. non-IT), the approval requirements, and nature of the vendor pool. The following is a brief description of the different vehicles available for services contracting.
1.1 [bookmark: _Toc443042485]Request for Proposal
The Request for Proposal (RFP) is used when the business needs can be defined (business-based RFP) or the solution is known (traditional RFP). The dollar value of RFPs typically exceeds the dollar threshold set for use of IT Master Service Agreements (IT MSA) for service-oriented contracts. The business-based RFP process involves development of the business justification and requirements, release of the RFP to the vendor community, evaluation of proposals against defined criteria, and a selection based on the proposed solution’s best fit and price. 
When procuring through an RFP, the STPD is involved with the <<Department>> procurement team to ensure all state procurement policies and rules are followed.  Lead times for the full RFP process range from months to several years, depending upon how well written the requirements are, and how well the decision-making structure (known as governance) on the project is working.  Once the RFP process is completed, a contract is prepared by STPD. STPD approves and must sign off on the contract once it is signed by the vendor and <<your department name here>>.  Additionally, all subsequent amendments to these contracts require STPD approval.  
1.2 [bookmark: _Toc443042486]Leveraged Procurement Agreements 
The Department of General Services (DGS) pre-evaluates vendors through its leveraged procurement agreement process and establishes lists of vendors qualified to bid on state contracts for specified services.  The pre-qualification process takes the place of the competitive bid steps normally required in a state procurement allowing departments to more quickly contract for services.  These lists are usually valid for 3-5 years and may be extended by DGS if necessary. The leveraged procurement agreements are called the California Multiple Award Schedule (CMAS) and Information Technology Master Service Agreement (IT MSA).

The IT MSA lists are established by DGS for classes of services requiring specialized skill sets used for contracts up to a specified dollar value, which is greater than the CMAS. (DGS’ website describes the services for which MSAs exist.) For an MSA solicitation, the <<your Department name>> develops the Statement of Work (SOW) and manages the solicitation.  A minimum of three bids must be solicited. It is highly recommended that the solicitation is sent to more than three bidders so that at least three bids are received. A formal structured evaluation process is required.  Model contract and standardized terms and conditions, developed by DGS, apply to IT MSA contracts. Variance from model contract terms must be requested from and approved by DGS.  Lead times for an IT MSA solicitation is generally a few months.  
The <<Project>> is using the IT MSA to secure <<identify the services that you intend to use the MSA to acquire. These might include: project management, quality assurance, IV&V, security, testing, data migration, and/or architecture>> services.
California Multiple Award Schedule (CMAS) is a leveraged procurement program that pre-qualifies vendors for contracts up to a lower amount than the IT MSA. (See DGS’ website to identify the services for which CMAS can be used.) This procurement approach allows an agency to solicit proposals from any qualified vendors on the pre-established CMAS list.  A minimum of three bids must be solicited to respond to the developed statement of work. It is recommended that the procurement be sent to more than three bidders so that at least three bids are received.  The evaluation process is informal. Lead times for a CMAS solicitation is generally a month to several months.  <<Project>> is using the CMAS program to secure <<list the services for which you intend to use CMAS which could include: project assistant, technical architecture, security auditor, testing, data conversion, independent verification and validation, and project management>> services.
1.3 [bookmark: _Toc443042487]Non-Competitive Bid
The Non-Competitive Bid (NCB) process is used when a specific vendor is the only provider of a particular service or when continued services by a given service provider is critical to project success (e.g., continue IV&V services).  Because of the exemption from bidder competition, NCB contracts must be pre-approved by the appropriate control agency (Department of Technology for formal procurements and DGS for leveraged procurement vehicles) prior to contract signing.  <<Project>> only expects to need to use the NCB process for amending existing <<insert services for which you may need to use NCB including ongoing services such as IV&V and Project Manager Contracts>> services. 
The Purchase Estimate process is also used when only one vendor provides the available goods or services.  The <<Department>> must obtain a letter from each vendor with whom <<Department>> contracts using this process to the effect that no other vendor can modify its code, as an example.
1.4 [bookmark: _Toc443042488]Local Assistance 
[Note, if your project does not interface with local government, you can eliminate this section.] Local assistance contracts are for services provided by local jurisdictions – cities and counties.  The contracts require the development of statements of work and may have attached additional terms specific to their funding source (e.g., federal funding requires time sheets be submitted by a county or city).  Local assistance contracts do not carry the same liability and performance clauses used in the state’s standard terms and conditions.  Local assistance contracts require County Board of Supervisors’ resolution or other authorization such as an ordinance granting authority to be a signatory in order to fully execute.  Therefore, lead time is needed to engage in these contracts as they must be noticed on the County Board of Supervisors’ agenda. Those contracts over a specified amount (contact DGS for current amount) must also be approved by DGS.  Lead time to process local assistance contracts and obtain board approval varies by county.  <<Project>> likely will need <<indicate here what type of local assistance services you will need>> from local governments and will therefore issue local assistance contracts. 
1.5 [bookmark: _Toc443042489]Interagency Agreement
[Note: if your project does not require services from another department, you can eliminate this section.] Interagency Agreements (IAA) are the process by which one state department can make a contractual arrangement with another state department. Typically a simple Statement of Work is prepared specifying the work needed, the timeframes for delivery, and the reimbursement rate. 
For this project, IAAs for <<indicate services for which an IAA will be needed>> will be needed.  These agreements will be renewed and/or amended as needed during the project lifecycle.
1.6 [bookmark: _Toc443042490]Service request
[Note: if your project does not require services from the Department of Technology, you can eliminate this section.] The Department of Technology is responsible for managing the statewide data center (known as the Office of Technology Services – OTech) as well as providing independent project oversight services, and consulting services for projects experiencing challenges. 
OTech has established a Service Request (SR) process for requesting the catalog of services, including such services as raised floor facilities for server racks, data storage, network services.  The OTech SR is prepared online at the Department of Technology’s website (http://www.cio.ca.gov) by someone within the <<Department>> (typically in the IT division) authorized to do so. 
OTech responds with clarifying questions, if need be, an estimate for services, and ultimately an agreement is established between the two departments. 
Lead time for obtaining services varies by service, since many services are dependent on staff availability. <<Project>> anticipates initiating an SR for [insert services you may need including: housing this project’s backup systems, wide area network bandwidth, and raised floor space] services. 
Service Requests can also be issued to acquire the Department of Technology’s independent project oversight services and the Consulting and Planning Division’s services. The <<Project>> anticipates issuing a separate SR for [choose which services you will need] services.
The new services are added to the consolidated OTech billing, if the department currently uses OTech services. If the <<Department>> is not currently using OTech services, billing will be established by the Department of Technology.


11. [bookmark: _Toc252881907][bookmark: _Toc443042491]Payment Approach 
There are two basic payment options for services contracting: deliverables-based and time and materials.  This section discusses the relative merits of each for use on the <<Project>> Project.
1.1 DELIVERABLES-BASED
The key feature of deliverables-based contracts is that the deliverables are defined and the cost is pre-established at a fixed price.  In a deliverables-based contract each activity is defined as a unit of work.  These units may be provided one-time or repeatedly throughout the contract period.  Examples of one-time deliverables are executions of evaluation procedures and tests, security audits, configured systems, and final reports.  Examples of repeatable deliverables are monthly reports, incremental code reviews, and test monitoring reports.  Ad hoc deliverables may fall into either category.  Deliverables are invoiced for the fixed dollar value, or a set increment of the fixed amount if a repeatable payable deliverable is required.
The State favors the use of deliverables-based contracts whenever the scope of work to be accomplished can be adequately defined at contract inception and the work can be delivered as distinct products.  Since the deliverables are fixed price, the project can budget by fiscal year. The project is further protected by limiting the contractor to the agreed price even if the effort required exceeds what the contractor originally estimated.  
During the contract, the Contract Manager monitors the line items in the contract and works with the Project Director and Project Manager to ensure new deliverables are not assigned that have not been contracted or budgeted.  In general, the Contract Manager manages actual to budgeted expense by deliverable.  Processes exist to shift funds between line items to cover unanticipated project needs provided the contract’s total value is not exceeded.  An exception to moving payment and unanticipated needs is a contract let under the RFP process.  Changing the deliverable allocations for the systems integration contractor requires a contract amendment and approval by the Department of Technology.
The <<Department>> will contract with the following using a deliverables-based approach: [Insert the names of the services for which you are undertaking a deliverables-based contract such as systems integration contractor, IV&V, and IPOC].
1.2 TIME AND MATERIALS
In a time and materials contract the contractor bids a number of hours to accomplish the defined scope of work.  The scope of work may be described generally (e.g., advise on fit of requirements to subsystem module design) or specifically (e.g., provide coding services at the direction of the State Project Manager).  A group of hours may also be set-aside for ad hoc work to be negotiated as it is needed.  For convenience in bidding, the contractor’s proposal may allocate hours to these different activities but once the contract is executed, the contract hours may be managed as a whole, reallocating hours to activities with Project Director’s approval. 
The key features of time and materials contracts is that deliverables may not be well defined, the time may or may not result in documents as the output, and the State can stop the work at any time.  The contract serves to cap the cost for a set of activities but the project is only obligated to pay for hours actually expended.   
The State favors the use of time and materials contracts whenever the scope of work to be accomplished is mostly consultative rather than document or product driven. The cap on the contracts still allows the project to budget by fiscal years. The project has some protection in limiting the contractor to the agreed overall contract price. A special case of time and materials contracts also exist for CMAS-based contracts for non-IT services. These contracts are limited by state procurement rules to 1548 hours per year (3/4 time). In both cases, the Contract Manager must closely monitor time consumption to ensure hours are available for the full contract term.  The <<Department>> will use time and materials contracts for the [Insert services for which time and materials contract will be used which might include: Quality Assurance Services Consultant, IV&V, Security Auditor, Project Assistant, etc.] services.  
1.3 MIXED TYPE CONTRACTS
A contract may also have a mix of fixed-price deliverables and hourly activities.  Mixed contracts are usually developed to give the project more flexibility in managing hour expenditures when the project anticipates needing all 1548 hours per year.  By defining a set of fixed-price deliverables, hours are preserved for other activities.  The IV&V and Technical Architect are types of services where both fixed price deliverables and defined hourly activities are appropriate. For example, there may be quarterly verification and validation reviews with ad hoc reviews on an as-needed business in IV&V contracts. The <<Department>> will use mixed type of contracts for the [Insert services for which mixed type of contract will be used which might include: Quality Assurance Services Consultant, IV&V, Security Auditor, Project Assistant, etc.] services.  
[bookmark: _Toc252881908]
12. [bookmark: _Toc443042492]Services <<Project>> Anticipates Needing 
The <<Department>> will require a variety of specialized services to complete the <<Project>> Project.  Services this project needs will include: [Insert list of services you will need, which may include: system integrator, project managers, oversight consultants, technical specialists, and anything from counties].  This section describes the services for which the project will contract. 
1.1 SYSTEMS INTEGRATION VENDOR
[In this section, identify the services the SI vendor will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring an SI vendor, delete this entire section.] 
The <<Project>> systems integration (SI) vendor is responsible for developing the <<Project>> application and interfaces that the <<Department>> relies on for data exchange.  The SI vendor must also provide training on the new system for state staff, manage data migration and data verification activities and provide assistance with appropriate business process changes within <<Department>> and its partners.  The SI vendor is responsible for delivering technical environments to support development, testing and production. 
The SI vendor is also responsible for leading organization change management activities and as such is responsible for travel costs associated with communications with offices outside Sacramento County.  The SI vendor is also responsible for operations and maintenance of the <<Project>> system for a specified period of time after system acceptance.  
The SI vendor is accountable to the <<Project>> Project Director and coordinates on a daily basis with the <<Project>> Project Manager.  
The <<Project>> Project will acquire the SI services through [insert the procurement vehicle from those listed above that you will be using the (e.g., RFP, IT MSA, etc.]. 
1.2 STATE PROJECT MANAGER
[In this section, identify the services the Project Manager will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 

The Project Manager is responsible for managing project team resources except for the SI vendor’s team resources.  The Project Manager actively manages all facets of the project implementation including developing and implementing project management plans, developing and updating the project schedule, communicating with the stakeholders (e.g, program owner, contractors, etc.), <<Department>> staff and executives, and the program’s customers.  The Project Manager will plan, manage, and oversee the work of the <<Project>> tasks and resources to ensure successful completion of all project deliverables. The Project Manager ensures conformity with the documented project management processes.  Project management services are required for the duration of the project.  [Note: Depending upon the size and complexity of the project, an entire project management team may need to be procured.] xxx
1.3 INDEPENDENT VERIFICATION AND VALIDATION
[In this section, identify the services the IV&V will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 
The Independent Verification and Validation (IV&V) consultant is responsible for developing a work plan for applying Institute of Electronics and Electrical Engineers (IEEE) standard validation and verification procedures to the processes and artifacts of the <<Project>> Project.  The IV&V consultant collaborates with the project team and project vendors but retains independence in terms of execution of IEEE procedures, conclusions and reporting.  The IV&V work plan is adaptable to emerging conditions, consequently a portion of the contract is typically reserved for ad hoc work negotiated with the Project Director.  IV&V services are needed for the duration of the development and implementation phases of the project.
1.4 INDEPENDENT PROJECT OVERSIGHT CONSULTANT
[In this section, identify the services the IPOC will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 
All high- and medium-criticality projects are required to have oversight. The Independent Project Oversight Consultant (IPOC) provides project management oversight services as specified in the CA IT Project Oversight Framework.  The IPOC observes project management activities with a focus on those circumstances that increase risk or may threaten the successful outcome of the project.  The IPOC reports to the Project Sponsor and the Project Director as well as the state’s Department of Technology.  The IPOC work plan is adaptable to emerging conditions; consequently a portion of the contract is typically reserved for ad hoc work negotiated with the <<Project>> Project Director. IPOC services are needed for the duration of the development and implementation phases of the project.
1.5 TECHNICAL ARCHITECT
[In this section, identify the services the Architect will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 
The Technical Architect (TA) consultant is responsible for providing consultation to the <<Project>> Project on the completeness of the SI vendor’s technical architecture and the fit of this architecture into the <<Department>> technical environment.  The TA will participate in requirements validation and refinement, system design, and acceptance testing.  The TA contract is for hourly services.  The Project Manager is responsible for assigning TA activities and managing the expenditure of TA hours. TA services are needed for the development and implementation phases of the project.
1.6 QUALITY ASSURANCE SERVICES 
[In this section, identify the services the QA will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 
The Quality Assurance (QA) Services Consultants will provide quality management monitoring for designated project activities and act as the responsible entity for the development of the user acceptance test process; develop and oversee user acceptance tests; and evaluate acceptance test results.  The QA consultant will interface on a regular basis with the SI vendor’s staff and IV&V service providers as well as <<Department>> business and IT staff, and <<Project>> vendors.  QA services are needed for the duration of the development and implementation phases of the project.  The Project Manager is responsible for assigning QA activities and managing the expenditure of QA hours.
1.7 SECURITY AUDITOR
[In this section, identify the services the Security Auditor will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 
The Security Auditor consultant will provide consulting services focused on the implementation of <<Project>> and State and <<Department>> security requirements.  Security auditing services are needed primarily in the deployment phase of the project.  The Project Manager, in consultation with the IT Leads is responsible for assigning security consulting activities and managing the expenditure of security hours.
1.8 PROJECT ASSISTANT
[In this section, identify the services the Project Assistant will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 
The Project Assistant maintains the project archives; schedules project team and project management meetings; composes and edits documentation and reports including the project schedule, and serves as a point of contact facilitating and recording communications and executing process controls across the project.  The Project Assistant is overseen by the Project Director with the day-to-day activities managed by the contracted Project Manager.  The work outlined is a three-quarter time position. Services are needed for the duration of the project. 
1.9 COUNTIES
[Only include this paragraph if you are contracting with counties.]
California counties are responsible for <<insert services as it relates to your project>> within their jurisdictions.  Counties will be responsible for implementing business process and technology changes to conform to documented <<Project>> requirements.  Counties will be individually contracted to participate in a variety of activities including informational workshops, data conversion, system training, and system implementation.  Actual costs for travel and staff wages associated with <<Project>> activities will be reimbursed by <<insert funding source if you have a special source like federal funds>> funds.
1.10 TELECOMMUNICATIONS 
[In this section, identify the telecommunications services needed. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.]
Telecommunications companies are responsible for providing high speed communications lines between county offices and <<Department>> to support the bandwidth requirements of the <<Project>> system.  Line orders are placed directly with the appropriate regional telecommunications company with sufficient lead time for project needs.  If <<Department>> contracts for these services through OTech, OTech’s charges are billed to <<Department>> through the consolidated monthly OTech billing. If <<Department>> contracts for these services directly with the telecommunications provider, <<Department>> procures these services from the CalNET contract. 
1.11 TRANSLATION SERVICES
[Only include this paragraph if you need translation services – for example your website.]
Translation Service providers are responsible for ensuring accurate translation of <<Project>>-initiated changes to <<Department>> web pages.  Several contracts are anticipated to provide translation services in all languages mandated by statute.  Translation services will be needed after pilot testing and continue through the end of the project.
1.12 DEPARTMENT OF TECHNOLOGY PROCUREMENT SERVICES
[In this section, identify the services the STPD will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 
The Department of Technology’s (CDT) Statewide Technology Procurement Division (STPD) provides procurement support for contracts requiring CDT’s approval.  For <<Project>> these contracts are the SI vendor contract and contracts over the <<Department>>’s contract threshold that draw from the MSA vendor pool.  The STPD is also the point of contact within CDT for determinations and legal referrals regarding contract terms. 
1.13 OFFICE OF TECHNOLOGY SERVICES (OTECH) 
[In this section, identify the services OTech will be providing. You may use or modify the sample language to make it appropriate for your project. If you are not hiring a vendor to provide these services, delete this entire section.] 
The Office of Technology Services (OTech) will be contracted to provide raised floor facilities to house the <<Project>> back-up system.  Once purchased the service is billed through the consolidated OTech billing process. 
Table 1 below displays the services to be contracted, dates required, and expected contract vehicles:

Table 1: Contracts for <<Project>>
	
Contracted Service
	
Dates Required
	
Expected Contracting Vehicle
	
Comments

	Systems Integration
	
	
	

	Project Management
	
	
	

	IV&V
	
	
	

	IPOC
	
	
	

	Technical Architect
	
	
	

	Quality Assurance Services
	
	
	

	Security Auditor
	
	
	

	Project Assistant
	
	
	

	Telecommunications  
	
	
	

	Translation Services
	
	
	

	OTech
	
	
	

	Procurement Services – DGS PD and/or DGS OLS (Leveraged Procurement Vehicle)
	
	
	

	Procurement Services – CDT
	
	
	



13. [bookmark: _Toc252881909][bookmark: _Toc443042493]Contract Initiation and Amendment Process
[bookmark: _Toc246488039][bookmark: _Toc246499071]The steps below describe the process that will be used to secure a contract and manage it throughout the project lifecycle. 
1.12 [bookmark: _Toc252881910][bookmark: _Toc443042494][bookmark: _Toc228597968][bookmark: _Toc228846292][bookmark: _Toc229457717]Contract Initiation and Statements of Work
The development of each contract will be initiated by the <<Department>>. The project identifies the need for a scope of work to be done that exceeds the skills or resources available within the department.  Project management and staff collaborate on the specific activities or deliverables that are required. Other project consultants (such as IV&V) may also be consulted for industry standard language to describe the needed services or expected outcomes.[footnoteRef:1]  The Contract Manager drafts the scope of work based on this input. The draft may go through several iterations before the narrative is appropriate and complete. The contract services office of many departments often also review the draft solicitation document and will guide the decision on which contracting vehicle will be used. [1:  Consultants who contribute content to a procurement document may be prohibited from bidding the work. Please review relevant procurement statutes if this is a potential issue.] 


[Describe how the process flows within your department to initiate the request for a contract through signature of the contract by all relevant parties. Include who is responsible for which activities, what each step is, and what the timing of completing each step is through acquiring contract signatures.]

Once the contractor returns the signed contract, <<Department>> executive signatures are obtained and the contract is executed. If Department of Technology approval is needed (e.g., on formal RFPs), the Statewide Technology Procurement Division Director’s signature must be secured to execute a contract.
1.13 [bookmark: _Toc252881911][bookmark: _Toc443042495]Contractor Start Work
[bookmark: _Toc228846295][bookmark: _Toc229457720]Contract work may not start by a contractor until a contract is signed by both parties and approved by the appropriate authorizing control agency.  After contract signature, the Contractor must complete and sign an agreement to adhere to various <<Department>> policies (e.g., security policies, sexual harassment prevention, use of state resources, etc.).
1.14 [bookmark: _Toc228597973][bookmark: _Toc228846296][bookmark: _Toc229457721][bookmark: _Toc252881912][bookmark: _Toc443042496]Contractor Orientation
When the Contractor arrives on-site, the Project Manager provides the contractor with an orientation to the project and its current status, project processes, and administrative and facility information.  Expectations are reviewed with the contractor, such as work hours, on-site versus off-site work, attendance at status meetings, and task oversight. If Contractor’s staff is required to attend sexual harassment prevention, Equal Employment Opportunity (EEO), security, or other standardized training offered by <<Department>>, these expectations and course schedules will be provided. Facilities access keys with photo identification badges should occur shortly after contractor’s team arrives on site.
1.15 [bookmark: _Toc252881913][bookmark: _Toc443042497]Contract Amendment 
Changes to project contracts may be required some time during the project’s lifespan. Possible triggers for contract changes may include but are not limited to:
· Expansion or reduction in scope of work or changes to the schedule.
· Legislative action affecting allocated budget or authority to expend funds.
· Federal policy changes affecting project scope or schedule.
· Changes to contractor corporate status.

Any time one of these actions occurs, the Contract Manager shall determine whether a contract amendment is required per the contract language, and take appropriate action if needed.

The need for contract amendments will most often be identified through the project’s progress monitoring, Risk Management or Issue Management processes and will be assigned as a task to the Contract Manager by the Project Director. A contract amendment is used to make modifications to the agreement between the <<Department>> and the contractor.  All contract amendments must be in writing and approved by all appropriate parties (including the Department of Technology for those that started out as formal RFPs).  Some contracts also require a Section 11.00 approval by the Department of Finance and Legislature. See below for those instructions.

Before amending a contract, the Contract Manager reviews the current contract to determine if any deliverables, due dates, personnel or evaluation criteria need to be updated. The review also considers if the proposed amendment may impact current services, in-progress deliverables or other contract provisions. The Contract Manager researches and drafts appropriate contract language in collaboration with the Contractor and Project Director and appropriate entities within the department.

[bookmark: OLE_LINK2]To amend the contract, the Contract Manager makes the required updates and obtains reviews by the Project Director and necessary project team members. The Contract Manager works with the appropriate <<Department>> staff to coordinate reviews by others (e.g., executives, legal, procurement personnel, etc.).  After initial review comments have been received, the Contract Manager reviews the draft amendment language with the Project Director and the Contractor to ensure the changes are appropriate and clear.  If the Contractor proposes additional changes, the original reviewers will be asked to review the amendment again.

Once language is agreed upon, the amendment must go through the same approval process as when the contract was first executed. [Insert process required by your department from an administrative perspective.]  The Department’s [insert appropriate name of office in your department that completes contracts] completes a Standard Agreement 213A, routes for signature of all parties and obtains necessary approvals for contract execution. After the amendment has been executed, the <<Department>> [insert name of office in your department that completes the process] provides copies of the amendment to the Contract Manager and the Contractor. The time to execute a contract amendment will vary depending on the scope of change.  

Contractor may not continue to work past the contract end date and no new work described in the amendment may begin until the amendment is approved and executed.  An executed contract amendment is necessary for the Contractor to continue performing its duties.

Within two days of receiving the approved amendment, the Contract Manager provides the amendment to the Project Librarian who scans and places it in the project library.  The approved changes are communicated to all appropriate and affected parties.  An overview of the amendment process is presented below. 

Contract Amendment Process 




14. [bookmark: _Toc443042498][bookmark: _Toc252881914]Section 11.00
Section 11.00 of the Budget Act requires that certain contract amendments be approved by the Department of Finance and Legislature before the contract amendment can be executed and the vendor can begin work. The Department of Finance’s website (http://dof.ca.gov) has the criteria, instructions, and template for completing the Section 11.00 process. It must be completed and approved by the Department of Finance and the Legislature before the contract amendment can be executed. The Contract Manager must alert <<Department>>’s budget staff that a Section 11.00 may be submitted to the Department of Finance. Contract Manager works with <<Department>>’s budget staff to complete and submit the Section 11.00. [Insert your department’s process to interface with Department of Finance on budget issues.] 

15. [bookmark: _Toc443042499]Substitution of Contractor Staff 
Each contract contains conditions for the vendor substituting staff.  In general, <<Department>> must approve all staff substitutions and will require candidates of equal or superior skills and experience than those who were proposed.  

The SI contract has greater restraints and formality around substitution of key staff than other contracts. To initiate a change, the Contractor notifies the Project Manager of the change effective date and supplies the Project Manager with the new staff member’s résumé, along with any forms to describe experience that the bidders used when initially submitting a proposal. The Project Manager reviews the request and the submitted documents and determines whether the proposed staff meets the minimum documented qualifications for the position within <<insert number of days contract provides your department to review replacement staff qualifications>> State business days. As the department’s agent for contracts, the Project Director must formally accept or reject the staff substitution.  

If the Project Director does not believe that the proposed staff does not meet the minimum experience levels required in the RFP, the candidate may be rejected.  The Contractor is notified and may offer another candidate for consideration. 

If the changes are approved, the Project Director signs the Contractor’s request form and forwards the information to the Contract Manager to file with the contract.  The original approval letter is scanned by the Contract Manager and placed in the project library and the paper copy is stored in the contract file. The Contract Manager provides a copy to the Contractor for their records.

If Contractor’s lead personnel are changed from one labor category to a different category, a formal request and résumés must be submitted to the Project Manager for approval prior to initiating work (under the different category).  If personnel are changing within the same labor category to a different job position (other than lead), a notice of the change must be forwarded to the Project Manager; however the change does not require <<Department>>’s approval.  

For other <<Project>> contractors, their respective contracts identify the terms and conditions for replacing staff.  
16. [bookmark: _Toc252881915][bookmark: _Toc443042500]Contractor Performance Management
The Contract Manager is responsible for gathering data on contractor’s performance, based on the pre-defined performance metrics. The <<Project>> Project Manager is responsible for evaluating Contractors’ performance. The following are the components of contract performance management. [Add other performance metrics you intend to use, as appropriate to measure contractor’s performance during project deployment. Note that this is different than the vendor’s performance scorecard that the Department of Technology is responsible for.] 
1.16 [bookmark: _Toc252881916][bookmark: _Toc443042501]Status Reporting
Contractor status reporting is both oral and written.  The contract SOW describes the content and frequency of basic status reporting.  Additional reporting expectations may be imposed by the issue or risk management processes.  The requirement for formal status reporting does not preclude more frequent, informal collaboration among <<Department>> and contractor’s staff.  
1.16.1 [bookmark: _Toc443042502][bookmark: _Toc228597977][bookmark: _Toc228846302][bookmark: _Toc229457727]status meetings 
At project status meetings, the Contractor discusses the status of the tasks/services and deliverables in progress, upcoming tasks and any coordination needed for those tasks, and any concerns or problems that may delay delivery of the system or any of the critical path activities.  Possible remedies or opportunities for collaboration will be discussed. The Project Manager will decide if the potential delay or performance issue is acceptable or unacceptable, and may explore in separate discussions with the Contractor what steps need to be taken to resolve the issue.  The status meetings will also be used to resolve outstanding issues.

By invitation, the contractor may also participate in meetings with the Project Sponsor or Executive Steering Committee to discuss current status, impact to the users, and any coordination needed. 
1.16.2 [bookmark: _Toc228597978][bookmark: _Toc228846303][bookmark: _Toc229457728][bookmark: _Toc443042503]Written Status Reports
The contract and SOW describe the frequency and content of status reports.  As they relate to contract management, the status report will include an analysis of work completed against the schedule. 

For the SI vendor, a phase summary report is delivered at the close of each phase and summarizes all work and deliverables accomplished during the phase, including any ad hoc deliverables or tasks.

A final report is delivered at the close of the contract and serves as the last status report.  The final report summarizes all work and deliverables accomplished during the contract period, including any ad hoc deliverables or tasks.  If the contract is time and materials-based or includes a time and materials component, the final report will also include a summary of actual hours and costs. 
1.17 [bookmark: _Toc252881918][bookmark: _Toc443042504]Problem Tracking
Through the risk and issue management processes, problems and defects that hamper production implementation or that affect state or county operations are tracked and resolved.  <<Department>> expects each contractor to be able to provide root cause analysis of problems with their tasks and deliverables, mitigation activities, an accurate estimate of time required for their correction, and to provide the resources needed to resolve these deficits.  The Contractor will report weekly to the Project Manager the status of problem resolution related to these deficits.  

Concerns with the behavior or productivity of Contractor’s staff will be brought to the attention of the Contractor’s Project Manager or contract principal by the Project Manager as early as possible for correction or replacement.
1.18 [bookmark: _Toc252881919][bookmark: _Toc443042505]Dispute Resolution
The Project Manager and the Contractor will work to resolve disagreements whenever possible.  The Project Director will become involved if the Project Manager and Contractor cannot resolve the concern or if the concern needs to be escalated to the Project Director for resolution. 

The SI vendor dispute process further involves formal written notification of the dispute by either <<Department>> or the SI vendor.  Such notice describes the nature of the dispute, efforts made to date to resolve differences, the required resolution date, and the impact of failure to resolve the dispute.  Once notice has been delivered, the Project Manager will schedule a meeting within <<insert number of days in contract>> State business days to discuss and attempt to resolve the dispute.  The meeting typically involves the <<Department>> and SI Project Directors and Project Managers. The <<Department>> Project Director chairs the meeting.  If the dispute cannot be resolved at this time or within the required timeframes, the issue is escalated to the SI Contractor’s Chief Executive Officer and <<Department>> Project Sponsor for resolution. 

Contractual and legal remedies are described in each contract should the two parties not be able to resolve the issue. 
17. [bookmark: _Toc252881920][bookmark: _Toc443042506]Deliverable Acceptance and Invoicing
[bookmark: _Toc228597984][bookmark: _Toc228846309][bookmark: _Toc229457734]This section describes how expectations for deliverables are documented and how deliverables are accepted, tracked and invoiced. 
1.19 [bookmark: _Toc252881921][bookmark: _Toc443042507]Deliverable Expectation Documents and Work Authorizations  
All contracts identify the activities the contractor will participate in and the work products to be delivered.  In some cases methods or standards are specified and the project team will be evaluating conformity with these as part of the deliverable acceptance process.  The acceptability of consulting services for contracts for which there are few documented deliverables is assessed continuously. Approval by the Project Director of invoices for hourly services represents the acceptance process for these contracts. 

For the SI Vendor, the contract specifies that Deliverable Expectation Documents (DED) will be used throughout the project to clarify the scope; describe resources, tasks, and schedule; and to specify who must approve a deliverable.  The DED also defines acceptance criteria and the deliverable review process.  At its own risk, the SI vendor may initiate work on the deliverable before receiving approval on the DED.

A work authorization describes the tasks and services to be performed, the required deliverables, specific due dates, and any specific acceptance criteria or special requirements along with a proposed budget.  Work authorizations are used to clarify a scope of work or to explicitly authorize the contractor to perform specific tasks and services, and will most frequently be used for tasks being paid on a time and materials basis outside the scope of the vendor’s contract.  For other contractors, work authorizations that do not require approval through the change control process still require <<Project>> Project Director’s written approval and submission to the Contract Manager, prior to the contractor beginning work on the items.  In all cases, the Contract Manager retains a copy of the work authorization in the project library. 
1.20 [bookmark: _Toc252881922][bookmark: _Toc443042508]Document Deliverable Review and Approval 
The <<Project>> Project Management Plan describes the process for submitting deliverables for review and approval.  For all contracts, the Project Manager and Project Director are responsible for ensuring deliverable expectations and acceptance criteria are documented and understood.  The formality of the documentation will vary depending on the complexity of the deliverable, the opportunities for collaboration with the project team, and the urgency of the review and approval cycles.  

To whom deliverables are submitted for approval is specified in the contract.  All contract deliverables require acceptance by at least the Project Director prior to invoicing.  In many cases, deliverables may be submitted electronically with an email cover and approval or requested changes may be returned also via email.  The Project Director notifies the Contract Manager and Project Manager if a deliverable is not acceptable.

If deliverables are rejected by the Project Director, the vendor is notified of the deficiencies and is given an opportunity to make improvements.  In general, these will be conducted informally, via email, by phone or in face-to-face meetings.  Formal documentation of deficiencies will be pursued if the contractor continues to not meet <<Department>> expectations for quality, timelines, or completeness per the contract.  Additional contract resolution remedies may be initiated when escalation is required.

For the SI vendor, the contract calls for detailed deliverable acceptance criteria to be developed and documented in the deliverable-associated DED based on the type of deliverable being reviewed in accordance with any applicable standards (such as the acceptance criteria in the RFP) or <<Department>>-approved equivalent for that deliverable. 

When a document deliverable is ready for approval, the Contractor submits the deliverable to the Project Manager with a transmittal letter/form. The deliverable must contain an approval page, which indicates the date submitted, to whom submitted, deliverable author, and title of the deliverable.  The Project Manager initiates the deliverable review process as decided upon between <<Department>> and the Contractor, distributes the deliverable review materials and the acceptance criteria, and monitors the review process schedule.  The Contract Manager logs the receipt of the deliverable and ensures the deliverable plus supporting documentation are posted to the project library.  

If the deliverable is unacceptable, the Project Manager notes the comments and actions to be taken. The Project Manager at his/her discretion may schedule a meeting with the Contractor to informally discuss comments about reviewer concerns or deficiencies.  The Contractor may elect to withdraw the deliverable from the approval process and resubmit after concerns are addressed.  If the deliverable is not withdrawn and the consensus of the reviewers is that the deliverable cannot be accepted, all concerns and deficiencies are formally documented in a letter and sent to the Contractor by the Project Manager.  The Contractor must formally address the comments and re-submit the updated deliverable for approval per terms of its contract. The deliverable rejection and rationale is noted in the deliverable tracking log.

The Project Manager reviews and forwards the revised deliverable to the Project Director with a recommendation of approval or rejection.  If the deliverable is acceptable, the Project Director signs the Notice of Accepted Deliverable, which is transmitted to the Contractor. The Contract Manager provides copies of all formal communications with the deliverable to the Project Librarian so that they are stored in the project library.

The Contractor may also deliver non-document deliverables, in particular various technical environments and user training.  In these cases, the DED will describe the review appropriate to the non-document deliverable.  The review is performed to verify the deliverable meets project expectations and has been correctly brought into production, or the services acceptably administered.  The formal transmittal and approval communications described above also apply to non-document deliverables. 
18. [bookmark: _Toc252881923][bookmark: _Toc443042509]Deliverable Metrics
[bookmark: _Toc246488055][bookmark: _Toc246497244]Implementation of performance metrics enables the <<Department>> to measure the vendors’ success in meeting contract requirements, as well as the <<Project>>’s ability to accurately project estimate schedule, scope of work, and budget targets. The Contract Manager will collect data related to performance metrics and report it concurrently to the Project Manager and Project Director by the 10th of each month.

Three metrics will be used to evaluate each of the deliverables-based contracts <<Department>> enters into for the <<Project>>: quality, budget, and schedule.

1.20.1 [bookmark: _Toc443042510]Quality Expectations 
Ensuring quality products are delivered throughout the project helps ensure the overall quality of the <<Project>> Project.  One measure of quality is the variance between established quality expectations and the product delivered.
Deliverable quality expectations are established and agreed to either through the procurement vehicle (for example, the statement of work), Deliverable Expectation Document (DED) process, named industry standards, or through verbal or written negotiation with the Project Manager and/or Project Director. These expectations form the quality baseline for this measure.
The Project Manager will report to the Contract Manager the number of times the vendor is asked to rework a deliverable in order to achieve acceptance of the final deliverable.  This count will be divided by the total number of vendor deliverables described in the contract.  The resulting percentage represents the contractor’s ability to deliver quality the first time.
1.20.2 [bookmark: _Toc443042511]Budget 
The ability to manage costs against budget is an indicator of the effectiveness of project management controls and validates the comprehensiveness of project planning as related to expenses.   Since change is inevitable in large, complex projects like <<Project>>, clear decision making around expansion of contract scope and/or corrections for under-estimation is critical for maintaining executive, legislative, and control agency support for the project.  
One method for measuring project success in cost management is to regularly divide actual contract expenditures from the contract’s original budget then divide the difference by budget to identify percent change.  Since <<Project>> contracts are either fixed price or have caps on allocated hours, variance will most often be associated with changes to contract scope (such as the addition of tasks or deliverables) beyond the allocation for ad hoc work already permitted in the contract (if any).  All changes affecting billable hours or deliverables must be approved by the Project Director.  The Project Director must provide written notice to the Contract Manager about the revised assignment and agreed upon price via the work authorization from and change control board approval, if the SI vendor is requesting a change.  
The Contract Manager will maintain an accounting of the costs of the contract baseline and actual expenditures.  The Contract Manager will provide monthly reports of actual versus budgeted costs by fiscal year for each contract to the Project Director within 10 calendar days of month end. 
1.20.3 [bookmark: _Toc443042512]Schedule
Each deliverable on the critical path meeting it’s scheduled due date contributes incrementally to the entire project being delivered on time.  All project processes contribute to schedule management success.  Contract Management specifically will monitor the relationship between deliverable acceptance and scheduled due dates in two ways:  
· the number of days variance from the baseline schedule, and 
· the percent of deliverables that were on schedule

The number of days variance is calculated by identifying number of days between actual delivery data versus scheduled delivery date. The percent of deliverable on schedule is determined by difference of number of deliverables delivered on schedule versus total number of deliverables.  

The Contract Manager will use the last approved schedule to identify the due dates for each deliverable. 
The Project Manager will provide the signed approvals of all deliverables to the Contract Manager so that this information can be compared to the scheduled due dates to identify variances. 
The Contract Manager will report monthly to the Project Manager by contract and by deliverable the scheduled versus actual delivery dates of all deliverables.
Table 2 below summarizes the calculation based on metrics and its corresponding purpose.
Table 2: Metrics
	Metric
	Purpose

	Rework Cycles as a percentage of total deliverables
	Monitor contractor’s ability to deliver quality the first time

	Percent variance from baseline budget
	Monitor project’s ability to keep expenditures within budget allocated

	Number of days variance from deliverable due date
	Monitor project’s ability to stay on planned schedule

	Percent of deliverables that were behind schedule
	Monitor contractor’s ability to meet agreed due dates


1.20.4 [bookmark: _Toc443042513]Evaluating Performance of Consulting Contracts
The <<Project>> Project will contract with specialists at different points in the project for expert advice or specialized skill sets.  Contracts providing these services may include, but are not limited to: project management, technical architecture, system security, and quality assurance.  Contractor performance will be measured by the willingness of the consulting contractor to engage the project and provide their expert observations and recommendations and the usefulness of these recommendations to project management, issue/risk management and quality assurance.  Since these are subjective measures, the Project Director, in consultation with the Project Manager (except when evaluating the Project Manager’s services, if the PM is a consultant) will be responsible for monitoring contractor productivity and documenting any concerns about performance.

Similarly, specialized skills are also required to apply industry standards for verification and validation and to comply with state mandates for project oversight, some of which result in scheduled deliverables and some are principally verbal consults with project managers and team members.  The Project Manager will provide the Contract Manager with the contractor’s planned and actual deliverable due dates for calculation of variance.  
 
In addition to the systems integration vendor, those contractually evaluated in this manner include, but are not limited to, Technical Architect, Security Auditor, and Quality Assurance Services.

19. [bookmark: _Toc242006538][bookmark: _Toc252881925][bookmark: _Toc443042514]Other <<Project>> Contracts
Although the contract with the SI contractor is the largest contract for the <<Project>> Project, <<Department>> will initiate other deliverables-based and time-and-materials contracts to achieve the goals of the project.  
1.21 [bookmark: _Toc242006539][bookmark: _Toc252881926][bookmark: _Toc443042515]Other Deliverables-Based Contracts
Additional deliverables-based contracts to achieve the goals of the project will be initiated for temporary professional services unavailable within the <<Department>>.  

The associated statements of work specify the participants, scope, deliverables, timelines, status reporting, deliverable approval and acceptance processes, and approval processes for replacement of staff.  The Project Manager must confirm deliverable acceptance with the Project Director prior to submission of invoices.  Generally, the same contract management processes described above applies with the following exceptions: 
· Unless required by the SOW, formal DEDs are not required prior to start of work. 
· The Project Director may waive written and/or verbal monthly status reports for months in which there is no billing.  The Project Manager or Project Director will notify the Contract Manager via email of the waiver prior to the end of the applicable month.
· Unless prohibited by the SOW, state procurement rules, or statute, funds allocated to a given deliverable may be reallocated as needed to scheduled tasks or ad hoc tasks/deliverables to meet emergent project needs provided the total contract value is not projected to be exceeded.  Before a vendor undertakes the reallocated work, the Project Director, Contract Manager and Contractor must meet and discuss changes to tasks, deliverables, and line item funding.  Following the meeting, the Contract Manager will prepare a work authorization form for the required actions for Project Director and Contractor’s signature. Once signed, the Contract Manager will provide notice of the changes via email to the Contractor, Project Manager, Project Director, and project contract file.  
· The respective State CMAS and MSA programs may impose additional mandatory procedural requirements. It is the Contract Manager’s responsibility to make that determination. 
· A financial summary (actual vs. budgeted and projections for remainder of the contract) based on the reallocated work will be developed by the Contract Manager before the Project Director can agree to reallocate the work.
1.22 [bookmark: _Toc242006540][bookmark: _Toc252881927][bookmark: _Toc443042516]Time and Materials Contracts
The statements of work for time and materials contracts specify the participants, scope, task or commodities estimates, timelines, status reporting and deliverable approval and acceptance processes. Time and materials contracts may include fixed price deliverables. Generally, the same contract management processes described above apply with the exception that: 
· Unless specified by the SOW, the Project Director may waive written monthly status reports for months in which there is no billing.  The Project Manager or Project Director will notify the Contract Manager via email of the waiver prior to the end of the applicable month.
· Unless prohibited by the SOW, state procurement rules, or statute, funds allocated to a given deliverable may be reallocated as needed to scheduled tasks or ad hoc tasks/deliverables to meet emergent project needs provided the total contract value is not projected to be exceeded. Before a vendor undertakes the reallocated work, the Project Director, Contract Manager and Contractor must meet and discuss changes to tasks, deliverables, and line item funding.  Following the meeting, the Contract Manager will prepare a summary of the required actions for Project Director and Contractor confirmation.  Once confirmed, the Contract Manager will provide notice of the changes via email to the Contractor, Project Manager, Project Director, and project contract file.  
· Invoicing will be based on hours expended for tasks rather than deliverables. Fixed price deliverables, if they also exist, will be separately indicated on the invoice.
· For time and materials contracts, timesheets must be submitted for each Contractor staff individually, identifying the number of hours worked on a task and/or the specific deliverables.
· The respective State CMAS and MSA programs may impose additional mandatory procedures requirements. It is the Contract Manager’s responsibility to make this determination. 

20. [bookmark: _Toc252881924][bookmark: _Toc443042517][bookmark: _Ref80425985][bookmark: _Toc252881928]Invoice Processing
The systems development and integration contract for the <<Project>> Project is a fixed priced contract.  The Contractor may request payment for all completed and approved deliverables once a month.  In order to invoice for deliverables the Contractor must meet the following conditions:

· Each deliverable has been completed in or prior to the month they are being invoiced.  No in-progress deliverable may be invoiced.
· Each deliverable has been approved by the Project Director as evidenced by a signed ‘Notice of Accepted Deliverable’. [If this is not the name of what your Project Director approves, insert the appropriate name here and everywhere else in this document that this term exists.]  

The Notice of Accepted Deliverable is first submitted by the contractor to the Project Manager for review. The Project Manager reviews the documents with the Project Director and the Project Director signs the documents. The Project Manager returns the signed Notice of Accepted Deliverable to the Contractor.  The Contractor submits the Notice of Accepted Deliverable and the invoice to:

	<<Department>> 
	Attn: Accounts Payable 
	<<address>>

The invoice must include a cover sheet that:
· shows the Agreement Number (located on the first page of the contract), 
· identifies the deliverable(s) for which payment is sought, and
· indicates where and to whom payment should be sent.

The Accounts Payable Office date stamps the invoice, logs the invoice, begins the processing cycle and coordinates the actual payment with the State Controller’s Office (SCO) once all the appropriate approvals have been received. The Accounts Payable Office retains the original invoice.

After logging the invoice, the Accounts Payable Office routes a copy of the invoice to the <<Project>> office, where the Contract Manager logs the invoice for tracking through the approval process and reviews it to ensure alignment with contractual obligations. The Contract Manager sends the invoice to the Project Director for signature. If the Project Director approves the invoice, the approved paperwork is routed back to the Contract Manager for the approval and signature of any executives who may need to approve it.  The Contract Manager then sends the invoice to the Accounts Payable Office, which forwards a payment request to the SCO.  The Contract Manager maintains copies of all invoices and timesheets (for time and materials contracts).  PDFs of timesheets and signed invoices are also submitted by the Contract Manager to the project library.

The California Prompt Payment Act (Government Code Section 927, et seq.) requires a 45-day payment period for undisputed invoices.  The 45-day period begins when the invoice is received at <<Department>> and ends when the check is sent from the SCO to the Contractor.  <<Department>> has 30 days to process the invoice and route it to SCO for payment.  The SCO has 15 days to process the check request.

If an invoice is disputed by the project, the Project Manager notifies the Project Director of the reason why the invoice is being disputed.  The Project Director calls the Contractor to discuss why the invoice cannot be paid and attempts to resolve the issue.  If the issue cannot be resolved, the Accounts Payable Office sends an “Invoice Dispute Notification” Form 209 (www.documents.dgs.ca.gov/osp/pdf/std209.pdf) to the Contractor indicating why the invoice cannot be paid and what must be done or corrected.  The 45-day processing clock stops when either: 1) the Project Director requests a revised invoice and the Contractor agrees to send one; or 2) the Accounts Payable Office sends the notice of invoice dispute to the Contractor.  After addressing the problems, the Contractor re-submits an invoice for payment to <<Department>>’s Accounts Payable Office and the processing clock is reset and restarted. 

21. [bookmark: _Toc443042518]Closing the Contract and Contract Termination
A contract is closed when all work described in the SOW is accepted by the state, when all contract dollars have been expended, or when the <<Department>> terminates the contract.

Approximately 30-60 days prior to the end of the contract, the Contract Manager will review the status of contract activities and deliverables, and ensure the Contractor is on target to complete all obligations by the contract end date.  At that time, an audit of the contract file will be performed to ensure all contract documentation is complete and up-to-date.  This enables the Contract Manager to resolve any discrepancies before the end of the contract.   

Toward the end of the project, as contractor’s staff leaves the project based on their responsibilities, the Project Manager takes possession of documentation and collects facility IDs/key cards, computers, and other state property from departing Contractor staff. 

Contracts may be terminated earlier than the planned end of the contract.  The terms for early termination are described in the contract IT General Provisions, Sections 19-23.   

A contract is considered terminated when a letter of termination is sent to the Contractor by the <<Department>>.  The <<Department>> Contract Services Office is responsible for drafting the letter of termination, in collaboration with the Project Director. Legal staff must review the termination letter before it is sent to the Contractor and may be involved in the development of the letter’s contents. The provisions of the termination clause begin as of the date of the letter.  
1.23 [bookmark: _Ref80425168][bookmark: _Toc252881929][bookmark: _Toc443042519]Contractor Final Reports
1.23.1 [bookmark: _Toc443042520]Systems Integration Contract
For the SI Contractor, the last deliverable in each project phase is usually combined with the contractor’s final monthly status report. [It is advisable to require the Contractor to provide a list of all deliverables, as identified in the contract, with a status of each, before the contract is closed out. If you do not have that on your contract, then eliminate the next sentence.]  The Contractor should, at the least, summarize the Contractor’s accomplishments and the status of all Contractor deliverables (including any ad‑hoc items not described in the original SOW). 

All deliverables will be verified by the Contract Manager as either approved or eliminated by the <<Department>>. Note that the Department may not eliminate deliverables without reducing associated costs. Additionally, these changes must be amended into the contract and signed by all parties.  Any overdue or pending deliverables or open items must be resolved prior to the end of the contract.  The Contractor may not continue to work past the contract end date. 
1.23.2 [bookmark: _Toc443042521]Other <<Project>> Consulting Contracts
[To wrap up a contract, it is advisable to have written reports submitted by the Contractor before final invoicing. The written report should identify all contractual obligations and identify the deliverable for each. This enables the Contract Manager to align his/her understanding with the Contractor’s as to the fulfillment of the contract. If that is not currently in the contracts consider requiring it if the contract is amended. Alternatively, the Contract Manager could keep track throughout the project and request that the Contractor sign a statement of agreement to the alignment of the deliverable with the contract, with the approval of each invoice. Even if you do not have this requirement in your contracts, you can keep the following paragraph as it is informative.] Most <<Project>> consulting contracts will require a final report describing all the contractor’s accomplishments and the status of any activities that are incomplete at the end of the contract.  The final report may also contain observations, lessons learned and/or recommendations.  This report will be delivered to the Project Director and Project Manager.  Written reports are due, and must be approved, prior to invoicing for their payment.
1.24 [bookmark: _Toc252881930][bookmark: _Toc443042522]Final Invoices
The contractor submits an invoice covering the final hours and tasks completed under the contract prior to termination. If a holdback[footnoteRef:2] has been used, the contractor also submits a bill for the holdback at this time (as a separate invoice clearly marked as “holdback”). The final invoice cannot be paid until the audit of the contract file has been completed by the Contract Manager and all open issues from the audit are resolved.  Differences between <<Department>> and contractor regarding final payments will be resolved using established project issue resolution and escalation processes.   [2:  A holdback is a percentage of the invoice that is held back by the department when the invoice is paid as a means to ensure the Contractor meets all contractual obligations throughout the life of the contract. These are typically paid at the end of the contract. Some contracts, however, may have language that allows payment of the holdbacks at the end of a subsequent phase. ] 

1.25 [bookmark: _Toc252881931][bookmark: _Toc443042523]Final Contractor Evaluation and Lessons Learned session
At this time, the Department of Technology is developing a vendor performance scorecard. Please contact the Statewide Technology Procurement Division for those instructions.

Lessons learned sessions should be conducted at the end of each project phase and as part of project closure with a contractor and affected <<Department>> staff.  These sessions are especially useful for maturing project management skills and for documenting experiences relevant to future work.  Lessons learned sessions are scheduled by the Project Manager in collaboration with the participants.
22. [bookmark: _Toc252881932][bookmark: _Toc443042524]Archiving Contract Records
At the end of the contract, contract management records will be archived with project records as stated in the Project Management Plan or appropriate subordinate plan. Hardcopy records are retained in the project library or designated location according to the <<Department>> project records retention policy.  Electronic items are archived and are removed from the system according to the <<Department>> project records retention policy.  Unless otherwise determined appropriate, only final versions of project records and documentation will be retained.  Project staffs’ personal working papers and draft versions will be destroyed according to <<Department>> retention and destruction guidelines in force at the end of the contract. 



[bookmark: _Toc252881934][bookmark: _Toc443042525]ppendix B: Sample Deliverable Acceptance Sheet
	Date: __________________
<<Project>> Deliverable Acceptance Sheet


Deliverable Name: ____________________________________

Project Phase Name: _________________________________________________

Brief Description of Deliverable: _________________________________________

Date Deliverable Submitted for Acceptance: __________________

1. Have all conditions for acceptance described in the DED been satisfied?   
  yes (skip to #4)  		 no (go on to #2)

2. If no, is <<Department>> accepting the deliverable as submitted without stipulation?  
  yes (prepare Explanation below)	 no (go to #3)

3. If no, is <<Department>> accepting with stipulation that work be completed later in the project?  
 yes (prepare Explanation below)
 no (STOP, deliverable not ready for acceptance)


Describe the work remaining to be completed.  Provide due date(s), WBS schedule references, and all agreement particular between <<Department>> and Contractor related to this deliverable (attach additional pages as necessary).   ____________________________________________________________________________________________________________________________________________
______________________________________________________________________
____________________________________________________________________________________________________________________________________________
4.  Acceptance Signature
The undersigned formally accepts as complete the above-identified <<Project>> deliverable, and does hereby state that the deliverable meets or exceeds agreed-upon <<Department>> performance and quality standards, subject to specific stipulations named above, if any. 
Accepted by:


<<Name of Project Director>>, Project Director	Date


Signed form distributed to:

<<Project>> Contractor		Date ______________

<<Project>> Contract Manager	Date ______________

FILED IN LIBRARY		     	 DATE ______________	
APPENDIX C: <<PROJECT>> INVOICING PROCESS FOR CONTRACTORS
This appendix describes the steps contractors should follow to ensure prompt payment of invoices for contract activities and deliverables.
During the month:
1. Submit Deliverable: Include Contract Manager in distribution of the final version of all billable deliverables*.  The <<Project>> Contract Manager will log these for verification against invoice at end of the month. 
· If billable deliverable is a body of source code, please substitute the email or written notice to the <<Project>> Project Manager of posting of the source or compiled code into the Project Library.
· If billable deliverable is a set of hardware or software components, please provide PDF files of scanned delivery invoices.

2. <<Project>> Accepts Deliverable: Obtain a signed <<Department>> acceptance signed by authorized Project Director for each billable deliverable in the form approved by the project for this purpose. This applies to assembled and configured technical environments, source and compiled code, and all written deliverables.  The names of <<Department>> staff authorized to accept a deliverable may be found in the DED. The signatures of all named individuals must be submitted on the acceptance form.  More than one form may be submitted if necessary.  The State’s Contract Manager will log <<Department>> has accepted the deliverable.

End of the month:
1. Prepare timesheets
· Time and Materials contracts:  For each staff member on a separate timesheet, record the number of hours each day the staff member worked on named project activities.  Name the project activity and provide the numerical activity reference number in the Deliverable Name column.  Calculate the value of the hours expended per project activity at the rate identified in the contract and enter in the Dollars column.  

For all days in which some or all hours are worked on non-<<Project>> activities, enter the number of hours worked but do not enter the rate for those hours.  The goal is to fully represent the staff member’s 

Sum the Dollar column and record the total in the Monthly Total cell.

*<<Department>> will only reimburse at the stated rate for each class of employee.  There is no rate adjustment or multiplier (e.g., “time and a half’) for hours expended beyond a 40 hour week, on weekends, or on legal holidays.  Contractor is responsible for these obligations and benefits, if any.

· Fixed Price Deliverable contracts:  For each month, prepare a single HAVA timesheet for the deliverables being invoiced that month.  List the names of all contractor staff who have worked on <<Project>> deliverables during the month in the Name box.  In the Deliverable Name column list the deliverable name and associated numerical reference individually.  List the contract value of each deliverable in the Dollar column.  Sum the Dollar column and record the total in the Monthly Total cell.

*<<Department>> will reimburse for a fixed price deliverable at the rate specified in the contract.  Requests for reimbursement above the contracted rate without supporting approval in writing from the Project Director (and any other required contractual modifications) will be denied and payment on all invoiced deliverables for that month may be delayed.

· Contracts with Time and Materials and Fixed Price and components:  Provide individual HAVA timesheets for each staff person as described in a) above.  Provide a single HAVA timesheet for fixed price deliverables as described in b) above.  Both conditions may be represented on the same timesheet if only one staff member is accountable for hours and for producing the fixed price deliverable(s).  Hours and deliverables must be itemized separately.

* The contract specifies the total value for hourly work vs. fixed price deliverables.  It is in Contractor’s best interest to manage the invoicing for these two categories such that time already built into a fixed price is not also billed at the hourly rate such that the contract value is fully expended before the contract term is achieved.

NOTE:  For purposes of invoicing, sub-contractor staff are considered Contractor’s staff.  Contractor must provide the required HAVA timesheet information by staff person, not by subcontractor.
Invoices are typically mailed to:
<<Department>> 
Attn: Accounts Payable
<<address>>
Sacramento, CA <<zip code>>

Accounts Payable will route the invoice and supporting documentation for approval through the <<Project>> Contract Manager who will verify the invoice aligns with the payment for deliverables, hours, and travel (if appropriate).  If the invoice is incorrect, the Contractor will be contacted and a correction will be requested.  No payment will be processed until the invoice is correct.  Once the documentation is verified, all required internal signatures are obtained and the documentation is returned to Accounts Payable. Accounts Payable processes the request to the State Controller to issue the payment.  

 
Checklist for project invoices
· Are all appropriate receipts, invoices, time sheets, and other documentation needed for the claim included? (Contracts or bids for services are not appropriate, unless supplemented by actual invoices or proof of payment.)

· Are all supporting documents (such as receipts or invoices) dated after the start date of the contract? 

· Are the expenses organized by category?

· Are the expenses listed on a summary sheet with explanation of expense, if necessary? 

· Do the costs comply with allowable expense guidelines listed in the contract? Did the transactions (or obligations) occur within the time frame allowed in the contract? 

· If items are included on attached invoices that are not part of this claim, have they been crossed out, and have claimed items and prices been highlighted for clarity?

· If sales tax is being added on out-of-state purchases for which California sales tax was not charged, is the addition of this sales tax clearly shown in writing on this invoice, including tax rate, tax amount, and new total – all highlighted for clarity? Is this addition of sales tax noted on the summary sheet with reason the charge was added?
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