	Content and Formatting Checklists for Contracts and Grants



This checklist incorporates the agency’s formatting standards along with some Department of Administration’s best practice tips to ensure that these legal documents are complete and accurate.  All Contract Specialists are responsible for following the guidelines in this checklist when drafting contract- or grant-related documents. Peer reviewers are encouraged to use this checklist in their reviews, and may send documents back to the Contract Specialist if too many elements are missing. Project Managers should also utilize this checklist for the components for which they have responsibility. The Contract Specialists may return documents to the Project Manager if too many elements are missing.

The tips in this checklist are not exhaustive, but represent the most common issues found in contract and grant drafting. Please contact johanna.fierke@state.mn.us with any suggestions for ways this checklist can be improved. 
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	①
	Content Checklist


A

	
	Contract/Grant Agreement – General 
	
	
	



	☐
	  Use most up-to-date template. 

	☐
	Every blank in the contract/grant is filled in.

	☐
	The SWIFT contract number is on the contract/grant in the space provided.

	☐
	All instructions are deleted from the template.

	☐
	Hyperlinks work. 

	☐
	All clauses are consistently numbered.

	☐
	Document is complete, including attachments. The CS should be sure that no other content will need to be added once the contract/grant is routed.

	☐	CS proofread all documents before final submittal for approvals.


	☐	Do not add attachments or revise documents once the approval process has begun.  If changes are needed have the approver deny the contract/grant in Swift.  Make changes and then resubmit for approvals.  If outside of Swift, have all parties agree to change by initialing and date each change.







B

	
	Contract/Grant Agreement – Body Text
	
	
	



	☐
	The scope of work is clearly and sufficiently defined in the contract/grant or attached work plan. Use plain language when possible.
 (e.g. Is it written so that a person not involved with the project can understand what the contractor will be doing?  Are all terms defined?  Are the deliverables and due dates defined?  Can you hold the contractor accountable for the work to be done?) 

	☐
	An authorized representative is named for each party.

	☐
	Recitals include complete sentences under “purpose of the contract/grant”. Complete sentences include verbs. 

	
	E.g. incomplete sentence
 “Whereas, the State, is in need of Hydrologic Definition Using Stable Isotopes Signatures Project (Project)” 
E.g. complete sentence
“Whereas, the State, is in need of developing a project to research hydrologic definition using stable isotopes signatures.  

	☐
	Since no work can begin until the later of the “Effective Date” at the beginning of the contract/grant agreement or the date the final required signature is obtained (Minn. Stat. …..) the “Effective Date” stated in the contract should not occur before the full approval process is completed.  

The following guidance must be followed for 16A/16C documentation.  
Start/end date:  properly indicated.  Is the start date prior to the signature date?  If yes, a 16A/C form must be provided.  16A   (means a violation has occurred) or 16C (means verification that no work has begun).
Dept. of Admin is requiring that we attach the 16A/C form with every contract routed for their signature (including MPCA delegated signers.)  If there is one week or more prior to the start date in the contract, and no work has yet begun, the Contract Specialist can type their name and date into the 16C (top) portion – do not actually sign.  Otherwise the Project Manager should sign and date

	☐
	The expiration date allows sufficient time to complete the work.

	☐
	The combined contract and amendments are for no longer than 5 years. (The original 2 year term, plus extensions up to 3 more years, for 5 years total, unless a longer duration is in the best interest of the state, per Minn. Stat. 16C.06, subd. 3b.)

	☐
	The duties are clearly and sufficiently defined in the contract/grant agreement, or attached by reference.



C

	
	Adding, changing or removing clauses
	
	
	



	☐
	Add MPCA-specific invoicing language to invoice clause.

	☐
	Add MPCA-specific eligible/ineligible costs to solicitation and workplan.

	☐
	Add other clauses as necessary (e.g. Subcontracting; Change Orders; CWF requirements and reporting clause; Federal requirements). 
· Health and Safety. Should be included when the contractor or subcontractor will be performing services in the field
· Insurance for pollution, liability, builder’s risk, etc. May be appropriate depending on the nature, or risk, of work being performed.
· Prevailing wage. Required if construction is anticipated.
· Background checks. Appropriate depending on nature of work; for example, entering a home , or working near a daycare center.

	☐
	Provide approval/ documentation for language deviating from standard clauses. (This is required if standard clauses are changed. For example changing Intellectual Property or Liability clauses require Attorney General review.  

	☐
	Boiler plate contract terms that are not needed are not removed.  Instead, keep the number and heading, delete the text and enter the word “Reserved”.

	☐	Use the PT Standard insurance clause – if insurance changes are requested discuss with Risk Management and Cathy Moeger.  Documentation and approvals must be attached if the standard language has been changed




D

	
	Amendments
	
	
	



	☐
	Non-amended content matches original contract/ grant agreement and attachments on all related documents.

	☐
	Amendment cover sheet is attached to contracts in routing.

	☐
	Subsequent amendments accept changes from prior ones.

	☐
	New information is underlined; Deleted information is stricken. Use MS Word font ribbon, NOT track changes to add this content.

	☐
	Do not delete work that has already been performed.  

	☐
	Hyperlinks may be underlined (CS preference).

	☐
	Original documents and prior amendments are included or available upon peer review (e.g. are accessible in OnBase), and are included when the amendment is routed for approval and signature.

	☐
	Documents from the program and contractor/grantee are in editable form (e.g. not pdf).

	☐	Read/review the original contract/grant documents prior to beginning to draft the amendment. 

	☐	Verify dates (effective and expiration dates in original contract.  Include proper dates in amendment.







	②
	Attachment Checklist


A

	
	Attachments 
	
	
	



	☐
	Documents from the program and the contractor/grantee are in editable form (e.g. not pdf).

	☐	Attachments are labeled in order they are mentioned in the contract/grant/solicitation.

	☐

	Attachments must be referenced and incorporated in the main contract/grant and all references to attachments must have a corresponding attachment.

	☐
	Attachments have titles.

	☐
	Attachments are named and referenced consistently as either “Attachment”, “Exhibit” or “Appendix” (not all three). 

	☐
	Attachments have attachment number/letter, and these values are consistent between documents (e.g. Attachment A, Attachment B, Attachment C;  not Attachment A, Attachment 2, etc.).

	☐	[bookmark: _GoBack]References of attachments should be bolded in the contract or solicitation document. 

	☐	Attachments have page numbers

	☐
	In the attached workplan, measurable outcomes are clearly stated, including how they will be determined.  (“measurable outcomes“ are indicators, or other performance measures that may be quantified or otherwise measured in order to measure the effectiveness of a project or program in meeting its intended goal or purpose).

	☐
	Within the attached workplan, Outcomes ≠ Deliverables. Deliverables are tangible such as reports, field work, data, etc., Outcomes are less tangible, such as pollutant reductions, changed behaviors that lead to eventual environmental improvements, etc.



B

	
	Budget and Gantt 
	
	
	



	☐
	Budget does not contain “miscellaneous” line items.

	☐
	Budget is sufficiently detailed and accurate; excel formulas are correct and functional.

	☐
	All relevant columns/rows are visible; hidden columns/rows are either removed or made visible.

	☐
	Gantt timeline is within the project period outlined in contract/grant agreement/amendment.

	☐
	Gantt boxes are x’d and not filled in (it makes it difficult to amend a Gantt if the entire box is filled in).

	☐	Budget must add across rows and up and down columns.

	☐	Expenses are incidental for contracts and must be in accordance with eligible/ineligible listing.



C

	
	PT Contract Coversheets and Justification
	
	
	



	☐
	Approved single source justification is attached to the completed Certification Form (single sources only). The SS justification should be an attachment to the certification form in SWIFT (unless contract is a JPA).

	☐
	Certification Form and RFP are provided with contracts from an RFP that are over $25,000, when routed outside of SWIFT.

	☐
	Quick Call Cover Sheet and Quick Call for Proposals are attached for contracts from a Quick Call solicitation (between $5,000 and $25,000).


For a more comprehensive overview of what is required for specific coversheets and certs, see Admin’s PT Contract Forms webpage, which contains checklists for each document type.

	③
	Formatting Checklist  (Consistent with MPCA style guide)


A

	
	Grammar- including spelling, punctuation and word usage
	
	
	

	
	


	☐
	Plural with “s” not “ ‘s “ (e.g. RFPs, not RFP’s)

	☐
	No double periods (..)

	☐
	Subject-verb agreement (e.g. “The Contractor is making changes” not “The Contractor are making changes”)

	☐
	No extra spaces between••words.••••Or between sentences. 

	☐
	The sentences used in the document are complete.

	☐
	Numbers under 10 are written out (e.g. “two” instead of “2”)

	☐
	Non-template language does not contain run-on sentences. 

	☐
	No unclosed parentheses (like this. 

	☐
	Correct use of must, may, shall (must, shall= mandatory; may= permissive). As a general rule, these words should not be changed from the admin template. Justification must be included if changes are made.

	☐
	Acronyms are spelled out the first time they are used (e.g. Minnesota Pollution Control Agency (MPCA).

	☐
	Plain language is used when appropriate/ possible (see MPCA style guide for specific information).


B

	
	Styling- including fonts, margins, spacing and page layout 
	
	
	



	☐
	Use prevailing standards of individual templates. When no template is used, or no standard is prevailing , follow these standards:

	
	☐  Margins: 0.5” on the sides, top, and bottom.*

	
	☐  Single-spaced lines of text.*

	
	☐  Single spacing between paragraphs within a clause.  Double spacing between clauses.

	
	☐  Consistent outlining and numbering (e.g. of tasks, objectives).

	
	☐  Consistent page numbering in footer (either center or right-justified). (Page numbers are required).

	
	☐  CR number in lower left corner of footer.

	
	☐  Left-justified MPCA logo placed in top left corner on 1st page (contract/grant agreement only- see page 7).

	
	☐  Document body text is left-justified.*

	
	☐  Tabs- 0.25”.*

	
	☐  Required signature blocks are all on one page, and are in order of the contract type (see template)*

	
	☐  Font for similar text elements is consistent throughout the document.

	  
	☐  Font size for Similar text elements is consistent throughout the document. 


	
If there is no clear prevailing style, the following standards should be used (via PCA style-guide):
· Text body: Calibri 11; Signatures, tables, instructional text: Calibri 9
· Section titles: Trebuchet MS 12, bold; Headings: Calibri 11, bold
· Page number lower right corner



*PCA signer preferred formatting when no template provided.
CC

	
	Consistency- within single documents, as well as between related documents
	
	
	



	☐
	MN Statutes, etc. are cited correctly and consistently (e.g. PCA standard: Minn Stat. § 15.03, Subd. 2) (see MPCA style guide for details).

	☐
	Project name is referred to consistently and understandably.

	☐
	Start and Expiration dates are consistent within the contract/grant agreement and between it and attachments.

	☐
	Description, order, and numbering style of tasks is consistent between related documents.

	☐
	Titles and references of attachments (e.g. names of attachments, dollar values, task descriptions, and timelines) are consistent within the contract/grant agreement, and between the agreement and its attachments.

	☐
	Terms are used correctly and consistently (see list below for examples):


	Examples of terms to check for consistency of use, consistency of capitalization (ctrl_F to highlight all in document)

	· “agreement”
· “amendment”
· “amount”
· “budget”
· “contract”
· “contractor”
· “employee
· “grant”

	· “grantee”
· “groundwater”
· “LGU”
· “Minnesota”
· “project”
· “report”
· “state”
· “State of Minnesota”

	· “stormwater”
· “subcontractor”
· “workplan”
· “University of Minnesota” and its derivatives


	Examples of terms that should not be used interchangeably within the same document:
· “agreement” vs. “grant agreement” vs. “grant” vs. “contract” vs. “project” vs. “proposal” vs. “application”
· “project” vs. “report”
· “contractor” vs. “grantee” vs.  “vendor” vs. “subcontractor” vs. “employee”
· “Minnesota” vs. “MN” vs. “Minn”
· “outcome” vs. “deliverable”
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	④
	Example Contract/Grant Agreement


[image: X:\Agency_Files\OSD\Contract Team\25_Fierke\Formatting\mpca-horiz-left-color.jpg]		
Type of Contract/Grant AgreementTrebuchet MS 22

State of MinnesotaArial Black 11

Doc Type:  Contract
SWIFT Contract No.:  
[image: ]                                            	PO No.:	Calibri 9

              CR No.: 0.5” on the top and bottom
0.5” on the sides
Text is left-justified


Quisque eget tristique libero. Praesent sodales, odio vel aliquam laoreet, mauris nisi ornare enim, nec tincidunt massa magna in justo. Nulla lacinia turpis vitae leo iaculis, sed sollicitudin sapien sollicitudin. Phasellus erat turpis, porta in sollicitudin et, commodo a metus. Aliquam et aliquam sem, pellentesque ornare sapien.One consistent font for text body

RecitalsOne consistent font for titles

1.	Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec laoreet nunc neque, at dapibus tortor lacinia ut. Sed finibus augue vel scelerisque commodo. 
2.	Ut et arcu congue, laoreet leo vel, finibus velit. Mauris finibus, lacus quis tristique tempus, magna nunc lobortis turpis, ornare sollicitudin libero neque ac massa.
3. 	Integer orci lacus, pellentesque in varius vel, mollis eget dui. Cras in diam interdum, lobortis magna eu, volutpat metus. Cras venenatis id nulla euismod dictum. Pellentesque felis diam, aliquet vitae metus non, placerat rutrum ipsum. Maecenas luctus molestie viverra. In eget mattis leo.
AgreementOne consistent font for section headings

1. Integer
Curabitur purus purus, eleifend quis nisl a, rhoncus auctor justo. Duis at sem cursus, commodo sapien quis, interdum tortor. In tempus mattis porta. Cras pretium pulvinar ligula sed aliquam. Morbi scelerisque cursus ex, eget malesuada urna dapibus non. Aliquam nec nulla a magna vehicula dictum. Aliquam condimentum sapien felis, convallis vestibulum nunc elementum fringilla. Aenean dolor mauris, aliquet ultricies tempus eu, porttitor ut justo.

1. MaecenasNumbering  at 0.0”, text at 0.25”
Numbering at 0.25”, text at 0.50”
Numbering at 0.50”, text at 0.75”
Numbering at 0.75”, text at 1.00”

1. Donec ut massa id turpis iaculis efficitur. Class aptent taciti sociosqu ad litora torquent per conubia nostra.
1. Ut eros risus, blandit gravida tellus in, tincidunt lobortis libero. Nulla facilisi. Donec viverra odio ac ex lobortis, vestibulum ultricies quam accumsan.
1. In semper elit eu malesuada elementum:
1. Praesent metus nibh, dignissim sit amet magna at, bibendum luctus sapien.
1. Donec nunc erat, congue nec libero placerat.
· Proin condimentum
· Suspendisse potenti
· Aliquam sit
1. Aliquam sit amet orci cursus

1. Proin condimentum 
In semper elit eu malesuada elementum. Fusce tempor dapibus ligula. Vivamus elementum maximus tellus, tempor rutrum lib ero varius in. Sed posuere dictum imperdiet. Ut et arcu congue, laoreet leo vel, finibus velit. Duis ac
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