New Mexico Department of Information Technology / Enterprise Project Management Office (EPMO)

Information Technology Agreement Checklist
Large Template – Over $60,000
TERMS AND CONDITIONS
☐ Parties – Enter Procuring Agency Name and Contractor Name as they appear in the SPA, RFP or SSDF. 
☐ Procurement Method – Enter the Procurement Method Name and Number as they appear in the SPA, RFP or SSDF. 
☐ Article 1 Definitions – G. Contract Manager – Enter the Agency Contract Manager who is responsible for all aspects of the administration of this Agreement.  To promote separation of duties a unique Contract and Project Manager (below in “Y.”) should be identified.
☐ Article 1 Definitions – X. Certified Project Name – Enter the Certified Project name.  This is required only for DoIT certified projects and should align with the formal name included in the certification documents. 
☐ Article 1 Definitions – Y. Project Manager – Enter the Project Manager who oversees and manages the Contractor. 
☐ Article 3B. Compensation – Enter the Total Compensation amount and indicate if it includes or excludes GRT.  The Total Compensation Amount should align with the total sum of all deliverables identified in the Exhibit A- Scope of Work. 
☐ Article 3C. Taxes – Select include/exclude GRT to align with B. Compensation. Deliverable compensation should also align. 
☐ Article 3D. Retainage – Retainage is encouraged for contracts greater than $500,000.  If retainage is being applied, a separate retainage deliverable must be included in Exhibit A Scope of Work to release the retained amount.  
☐ Article 5 Term – No due date in Exhibit A - Scope of Work should be after this termination date. 
☐ Article 12 Contractor Key Personnel – Enter the Key Personnel name, IT professional service category and experience level as listed in the cost table. 
☐ Changes to Terms and Conditions – Please include any changes to terms and conditions in a deviation memo from the Procuring Agency’s Office of General Counsel (OGC) or equivalent and addressed to DoIT’s OGC.    
☐ Signatures – Ensure the current template is being used and the signatories are correct.
EXHIBIT A – SCOPE OF WORK
☐ General Guidelines – Spell out the first use of all acronyms.    
☐ Purpose – Provide a short summary that describes the work to be conducted by the Contractor and should strictly use “Procuring Agency” or “Contractor”, NOT the full name when referring to either party. Activities and performance measures are not required. 
☐ Certified Project Name – If applicable, this should align with the name in the certification documents. 
☐ Deliverable Name – Name above the table and in the table must be the same. 
☐ Compensation – Begin with Total Compensation Amount, indicate if it includes/excludes GRT, frequency of payment, and rate.         
☐ Compensation – The sum of all deliverables’ Total Compensation Amount must align with the Article 3 Total Compensation amount.   
☐ Task and Subtasks – Assign responsibly in the description section by beginning with “Contractor shall” or “Procuring Agency shall” followed by a verb.
☐ Review and Acceptance – Consider what will ultimately be reviewed and accepted as evidence of the work performed by the Contractor and include it as a specific task in each Deliverable.  

For any questions, please contact epmo@doit.nm.gov
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