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A professional services contract may be used to procure various services, such as engineering, architectural, surveying, real estate, consulting, programming, advertising, training, teaching, testing, speakers, artistic, and others.  The types of services for which a professional services contract may be used are extremely varied; consequently, the risk to the Company may vary greatly depending upon the specific contract.  The following is, therefore, general in nature.
In a professional services contract, the potential risks include:

· Disclosure of Company proprietary or confidential information

· Dispute as to ownership of contractor’s work product or information developed

· Work place issues such as harassment, diversity, etc. similar to leased employees

· Performance expectations, defining deliverables, etc.

A professional services contract may contain payment terms such that the contractor is paid on a lump sum, time and material, or other basis.  Refer to the preceding Attachments regarding the various pricing arrangements.

The matrix below provides the contract administrator a suggested guide on duties that should be performed.  Every task in the matrix may or may not apply depending upon the contract.

	What to do…
	Guidelines

	Learn Your Contract
	Write a contract summary (large contracts) – Summarize scope, list contractor responsibilities, list contractor contacts, list Company responsibilities, list important milestones or scheduled events.

	Conduct Pre-work Meetings
	Conduct a Pre-work meeting (large contracts).  Be sure to:

· Involve all appropriate parties

· Discuss the contract specifications and schedule

· Indicate expectations

· Discuss job site rules in detail

· Provide the contractor with the Contractor Compliance Packet specific to your location and review its contents

· Review the safety requirements included in the contract and other site-specific information

	Conduct Scheduled Meetings
	Conduct scheduled meetings if the project is high dollar, has a high level of risk, or if the project will last longer than one month.  Discuss:

· Schedule progress as compared to actual

· Contractor concerns

· Company concerns (safety, quality and schedule)

· Plans to address concerns 
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	What to do...
	Guidelines

	Respond to Contractor Correspondence
	Always respond in writing to correspondence received from the contractor.  Failure to respond in writing may waive our rights under the contract.  If a dispute is involved, or if you are unsure of the appropriate response, contact the LSO.  Examples of correspondence you may receive:

· Meeting minutes

· Requests for a contract change

· Requests for extra compensation

· Requests for more time/delays

· Requests for information

· Allegation of action/inaction by the Company impacting the contractor's performance

	When Contractor Work is Unacceptable
	If you have doubts about the work of the contractor, consider:

· Inspecting the contractor’s work (don’t take the contractor’s word that work has been done)

· Consulting with a Company technical expert if you doubt specs are being followed

· Contacting the LSO for assistance

	If the Schedule Changes
	Contact affected Company personnel and the LSO immediately if there is a schedule change or when you have any information indicating a change.

	Close-out
	Before the contractor leaves the site or considers the work complete, ensure that the following items have been accomplished.  Have a meeting, if necessary, and discuss: 

· Whether all Company materials, including all confidential information, have been returned properly, including drawings, diagrams, tools, materials, etc.

· Whether security badges, keys, and access cards have been returned and access to information systems has been removed

· Contract and all associated documentation (claims, extra work, letters, back charges, etc.) are complete


	
What to do…
	Guidelines

	Review Invoice
	Review the invoice and contract simultaneously to ensure that the contractor is paid no more or less than is required by the contract.  Contact the LSO immediately if a dispute arises.

	Conduct a Post-project Critique Meeting
	Conduct a post-project critique meeting (large contracts).  If necessary, discuss:

· Schedule concerns

· Performance expectations that were or were not met

· Whether confidential information, security badges, keys, and access cards have been returned, and access to information systems has been removed

	Close Out the Contract
	· Ensure that all open Work Authorizations, PWAs, EWOs, and GWOs are closed when the work is complete

	Contractor Evaluation
	Perform contractor evaluations (large contracts).  Refer to the standard Contractor Performance Evaluation form (Attachment III-9).
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