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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Projct Sample Library.
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449600056]Introduction
[bookmark: _Toc449600057][bookmark: _Toc448929957][bookmark: _Toc448933969]Purpose and Scope
[Describe the purpose of the Contract Management Plan and the scope of activities that this plan will cover.]
[bookmark: _Toc449600058]Constraints
[Describe any constraints that are considered as part of the project’s contract management process. Constraints may be related to scope, schedule, cost, and resources.]
[bookmark: _Toc449600059]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970][Describe who, and in what role, is going to be responsible for performing the various activities described in this plan and the relationship of all involved.]
	Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	


[bookmark: _Toc449600060]Contract Management Activities
[bookmark: _Toc448929959][bookmark: _Toc448933971][Describe the workflows and activities that apply to managing contracts. Account for the end-to-end process from contract initiation to contract closeout.]
[bookmark: _Toc449600061]New Contract Initiation
[Describe the contractor on-boarding activities for new contractor staff. Identify any specific requirements for the project. Consider the requirements that are applicable to project staff as well.]
Notification of Contract Approvals
[bookmark: _Toc364932463]
On-Boarding Process 
[bookmark: _Toc364932464]
Conflict Of Interest

Ethics
[bookmark: _Toc364932465]
Security

[bookmark: _Toc448496816][bookmark: _Toc449600062]Deliverable Management
[Describe the process used to review, track, and approve contract deliverables. Include a swim lane diagram, if possible.]
[bookmark: _Toc448496817][bookmark: _Toc449600063]Contractor Reporting
[Describe the types of contractor reporting that is requested in the project’s contracts and how to address and report any issues or other items of significant importance.]
[bookmark: _Toc448496818][bookmark: _Toc449600064]Invoice Processing
[Describe the project’s or organization’s process for processing contractor invoices. Be sure to address the end-to-end process, from invoice submission to approval.]
[bookmark: _Toc448496819][bookmark: _Toc449600065]Contract Disputes
[Describe the process to follow when there are disagreements between the project and contractor. If appropriate, point to other places where the escalation process may be documented.]
[bookmark: _Toc448496820][bookmark: _Toc449600066]Replacing Contractor Staff
[Describe the process that must be followed to replace contractor staff on a project. Specific requirements may be dictated in a contract Statement of Work (SOW).]
[bookmark: _Toc448496821][bookmark: _Toc449600067]Amendments 
[Describe the process the project or organization follows to execute a contract amendment. Refer to the State Contracting Manual for guidance and additional information on state policies.]
[bookmark: _Toc448496822][bookmark: _Toc449600068]Work Authorization
[Describe the process to execute a work authorization, if allowed within a contract.]

[bookmark: _Toc448496823][bookmark: _Toc449600069]Contract Closeout
[bookmark: h.1ksv4uv][Describe the closeout activities to perform once the contract is complete or has been terminated.]
[bookmark: _Toc364932479][bookmark: _Toc364932480][bookmark: _Toc364932481][bookmark: _Toc364932482][bookmark: _Toc364932483]Contractor Final Reports

[bookmark: _Toc364932484]Contract Audit Prior To Contract Expiration/Termination

[bookmark: _Toc364932485]Contract Termination Process

[bookmark: _Toc364932486]Contractor Evaluations

[bookmark: _Toc364932487]Final Invoices

[bookmark: _Toc364932488][bookmark: _GoBack]Archiving Contract Records
