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ACQ – Template – Contract Review Worksheet

IBPL Sample Template

Contract Review Worksheet

	Organization Name:

	Contact Description:

	Document ID:

	 

	Ensure the following information is obtained for each contract:

	 

	Vendor Information:

	Vendor name

	Type of contract (hardware master, lease agreement, software master, addendum, schedule, maintenance, etc.)

	Contact information 

	Contract number (if applicable)

	Contract/ maintenance effective date

	Contract/maintenance termination date

	Counter signed contract

	Internal negotiator name (if known)

	Vendor negotiator name (if known)

	Any other contracts governed by this contract

	Any other contracts providing governance to this contract

	Other associated obligations (maintenance agreements, support agreements, service agreements, etc.)

	Contract status (executed, pending internal signature, pending vendor signature, etc.)

	Business critical terms & conditions (date specific, financial implications, non-standard, etc.  e.g. cancellation notice requirement)

	Ensure the following information is obtained for each contract:



	Product Information:

	Product name

	Manufacturer

	Supplier

	Software license type (enterprise, site, concurrent user, CPU, etc.)

	Software version

	Number of licenses purchased

	PO number 

	GL code

	Cost center code

	Hardware serial number(s)

	Location

	Customer/asset owner

	Technical contact

	Product status (active, received, shipped, warehouse, disposal, etc.)

	Costs per product

	Notes field (miscellaneous information)

	 

	Comments:

	

	

	

	

	

	

	

	

	

	

	 

	 

	 

	 

	 

	Name (Optional):____________________________________________________________
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