Office of the Attorney General -Health and Education Department

Hartford Office – (860) 808-5210 ~ Storrs Office – (860) 486-4241

CONTRACT REVIEW GUIDELINES for UCONN

***Standard contract terms and condition language, applicability of specific provisions and/or questions regarding
the form your contract should take should be directed to your contract liaison***

	1
	Contractor name is accurate and consistent with signature authority documentation

	2
	Contractor’s complete address

	3
	State agency name and complete address

	4
	Term of contract stated with both start date and end date

	5
	Termination / Cancellation provision

	6
	Contract must be signed and dated by all parties prior to expiration of contract

· name of signatory and title should be typed under signature and title

	7
	Amendments

· A copy of original contract, and all previous amendments must be submitted with contract

· Must be in writing

· There should be no provision for automatic renewals 

· Amendments must be made prior to expiration of contract

	8
	Statutory Authority must be referenced 

· Connecticut General Statutes §§ 10a-104 and 10a-108

	9
	Description of Services 

· Complete, concise statement of description of services which answer the questions:

      Who, What, When, Where and How services are to be performed 
· Changes made prior to execution should not be made by crossing out language.  

      Revisions should be eliminated instead. 

	10
	Cost and Payment Schedule/Budget Language 

· Should always state the maximum amount payable under the contract

· Complete, concise statement including payment terms and conditions

	11
	Changes or deletions

· Language which is considered to be a mandatory contract term or condition can not be changed or deleted without express direction from the Office of the Attorney General’s Office  

· If a change or deletion to a contract is necessary prior to execution of the contract, then the change or deletion should be made without reference to the prior language   

· If a change or deletion to a contract is necessary after the execution of the contract, then both parties need to date and initial the change or deletion.   In this instance, the language deleted may be neatly crossed out.

	12
	Attachments, appendices or exhibits

· The contract must be a “four corners” document.  This means that the contract 

      must a cohesive document incorporating all terms, conditions and information 

      which would otherwise be contained in an attachment, appendix or exhibit into 

      the body of the contract

· All sections must be numbered i.e. standard outline form.  

· All pages must be numbered

	13
	Mandatory Executive Orders (issued by the Governor)

· Executive Orders No. 3 & 17 (Gov. Meskill), 16 (Gov. Rowland),  and 7C (Gov. Rell)

· Executive Order No. 14 (Gov. Rell) re: cleaning supplies must be included on all applicable contracts

	14
	Statutory Requirements 

· Non-Discrimination provisions, Connecticut General Statutes §§ 4a-60, 4a-60a 

· State Elections Enforcement Commission, Connecticut General Statutes § 9-612
· Health Insurance Portability And Accountability Act (HIPAA) of 1996 

      (45 CFR Part 160-164), subparts A, C, and E  as applicable 

	15
	Insurance   

· Provision that contractor insures and “holds harmless” State of Connecticut

· State of Connecticut is self-insured

· State of Connecticut cannot indemnify contractor

· *Please see your contract liaisons for appropriate language to be used in affiliation agreements

	16
	Governing Law & Claims Commissioner/Claims Against the State 

· Contracts must be governed by the law of the State of Connecticut
· Sole and exclusive means for the presentation of any claims against the State of Connecticut, including any agency or official of the State of Connecticut, shall be in accordance with  Chapter 53 of the Connecticut General Statutes

· Any claim against the State be must filed with the Office of the Claims Commissioner  http://www.claims.state.ct.us

	17
	Certification Requirements for State Contracts pursuant to Executive Order 7C

· Most contracts with a value of $50,000 or more require certifications/affidavits  

· Certification/Affidavits form and information as to the requirements can be found at  http://www.opm.state.ct.us/secr/forms/ContractAffidavit Requirements.htm

	18
	Signature Authorization Documentation
· If the contractor is an individual, who is signing the contract in his/her individual capacity, then no signature authorization documentation is required

· With the exception of an individual, signing in his/her individual capacity, ALL contractors must provide some type of signature authorization documentation clearly stating who is authorized to sign the contract on the contractor’s behalf

· Documentation must clearly when and how such authorization was given

· Documentation must state that the authorization is still in full force and effect

· Documentation must be signed by someone other than the individual signing the contract ON OR AFTER date the contract is signed 

· Corporate Resolution, Secretarial Certification or Ratification are acceptable forms of signature authorization documentation.  

· Samples and further information are on University contract web pages or may be acquired through your contract liaison
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