
	Planning and Risk Assessment Section
	When to submit to Contracts Office

	A. Pre-Contract Planning – document the type of services required and other pre-contract decisions.  
	Complete and submit with initial contract package

	B. Liability (Insurance Coverage) – document your insurance requirement decisions and make necessary changes to item #16, Insurance, of Attachment A, General Terms and Conditions (NEW SECTION)
	Complete and submit with initial contract package

	C. Contractor Selection and Screening – document your contractor selection methodology, and if sole source, document why competition was not appropriate. (Remember – sole source selection should be the exception)
	Complete and submit with initial contract package

	D. Risk Assessment – assess the risks associated with the contract for both the program/contract and the contractor.  Risk is dynamic and subject to change from the contract pre-planning stage throughout the period of performance of the contract.  It should be reviewed and updated periodically.
	1. Complete initial assessment and submit with initial contract package

2. Submit changes and updates upon contract completion

	E. Contract Monitoring – document your monitoring plan based on the level of risk assessed.  As with risk, your monitoring plan is subject to change. 
	1. Complete initial plan and submit with initial contract package

2. Submit changes and updates upon contract completion

	F. Technical Assistance – determine the need to technical assistance to the contractor.  This is subject to change.
	Upon contract completion

	G. Audits – determine whether an audit is necessary in the pre-planning stage or if an audit becomes necessary throughout the course of the contract.
	Upon contract completion

	H. Post Contract Follow-up Procedures – determine any follow-up necessary, evaluate contract outcomes and objectives and evaluate contractor performance.
	Upon contract completion
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