CONTRACT RENEWAL/EXTENSION CHECKLIST 
(March 2017)

	Contract Number
	

	Contract Name
	[bookmark: _GoBack]

	Contract Expiration Date
	

	Contract Administrator
	



	
[bookmark: Check1]|_|
	
Review solicitation, contract, and amendments to determine remaining renewal/extension options.


	[bookmark: Check2]|_|
	Review solicitation, contract, and amendments to determine whether any price changes are permitted at the time of renewal/extension.    


	[bookmark: Check3]|_|
	Obtain any required usage or spend report from the Contractor

	
	

	[bookmark: Check5]|_|
	Confirm contractor is performing satisfactorily.  Survey or communicate with employees using the contract.


	[bookmark: Check6]|_|
	Communicate with the Contractor to determine whether the Contractor will agree to the renewal/extension.  If price adjustments were permitted, determine whether the Contractor will hold the price firm or request a price adjustment.  If price adjustment is requested, determine whether or not the State agrees to the price change.


	|_|
	Prepare contract amendment and cover letter using the Contract Amendment template.


	|_|
	Contractor and SPO Contract Administrator execute the Contract Amendment. Electronic signatures and faxed or scan copies of signatures are acceptable.  It is immaterial whether the State or Contractor signs first.  


	|_|
	Provide copy of executed Contract Amendment to Contractor.  Ensure executed Contract Amendment is filed in the Contract Administration files.


	|_|
	If applicable, update contract information on the website.


	|_|
	Communicate to contract users regarding the contract amendment/extension and any other contract changes with the Procurement Liaisons


	|_|
	Update contract file to ensure accurate records retention.  Discard drafts and unsigned copies.

Schedule a reminder to ensure you terminate or renew/extend the Contract at the appropriate time.




