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Master Contract Review Checklist  
for Contracts Under $10,000 

If you cannot check all of the boxes, then correction or OGC review is recommended. 

Is the contract in the name of Marquette University?  All 
contracts must be in the name of Marquette University only 
and not in the name of any college, department, or office or in 
the name of any individual. 

 

          

Are both the name and the title of the person signing on 
behalf of the University listed in the signing block? 

          

Is the person signing on behalf of the University authorized to 
obligate funds from the Responsibility Code (RC) to be used to 
pay the provider? 

 

          

Is the contract in the legal name of the provider?           

Does the contract include a specific date for commencement 
and a specific date for completion or termination, or a formula 
for determining those dates? 

 

          

Is the contract term one year or less?  Irrespective of dollar 
amount, if the contract term is more than one year, the 
contract requires OGC review and signature by the Vice 
President for Finance. 

          

           

If the agreement has an automatic renewal clause, does the 
clause provide for advance notice of any price increases and at 
least 30 days for the University to consider whether to 
terminate before automatically renewing? 

 

          

Have the services to be performed been described in sufficient 
detail so that the University can verify whether or not the 
Services have been performed as required? 

      

     

Is the total amount to be paid stated either as a fixed amount 
or with a formula to determine the price with a not-to-exceed 
amount? 
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Have all expenses to be reimbursed by the University in 
addition to any fee for the services been specifically listed?  
General descriptions of “all reasonable expenses” are not 
acceptable. 

 

          

Does the contract specifically state how often the provider 
shall invoice and the number of days after invoice the 
University has to pay?  The University will not pay more than 
50% or $10,000, whichever is less, as an advance payment or 
deposit; requires monthly invoices; and requires 30 days to 
pay invoices, with no less than 14 days in exceptional cases.  
Special cases require OGC review and approval. 

 

          

     

     

Does the contract exempt the University from paying sales 
taxes? The University is a § 501(c)(3) not-for-profit tax-exempt 
entity, and most sales taxes may not be included as part of the 
compensation and may not be added to any invoice.     

 

      

Does the agreement include a provision specifying that a 
University purchase order must be issued, that amounts paid 
may not exceed the amount in the purchase order, and that 
the purchase order number must appear on all invoices?  IF 
NOT, the University’s mandatory purchase order Addendum 
must be attached to the agreement. 

 

          

If there is a waiver by both parties of incidental, special, 
punitive, and consequential damages, is the waiver mutual 
(i.e., does it apply to the University and the Provider)? 

               

If Marquette is required to provide comprehensive general 
liability insurance, are the limits less than or equal to 
$1,000,000 per occurrence and $2,000,000 aggregate? 

               

If Marquette is required to provide professional liability 
insurance, are the limits less than or equal to $1,000,000 per 
occurrence and $3,000,000 aggregate? 
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If Marquette is required to provide any insurance, has the 
vendor been described as an “additional insured” or not 
described?  If the vendor is described as a “named insured,” 
legal review is required.   

               

If Marquette is required to provide a certificate or proof of 
insurance, has a copy of the contract been provided to Risk 
Management? 

               

If there is an indemnification clause, is it mutual, or if not 
mutual, is the University’s liability limited to its negligence and 
intentional misconduct? 

               

If the Provider is to provide services on University property, 
does the agreement require or represent that the Provider has 
general liability insurance and worker’s compensation 
insurance as required by law? 

 

     

If there is a provision permitting the use of Marquette’s name 
as a client, does it provide that Marquette must have advance 
notice and the right to approve all uses? 

          

Is the agreement silent on governing law and venue, and if it is 
not, is Wisconsin governing law and venue specified? 

          

Does the agreement specify that changes to the agreement 
may only be made in writing? 

          

If the agreement involves information technology services of 
any kind, has ITS approval been obtained?  This approval is 
required even if OGC review and approval is not. 

          

If the agreement is for personal services that should be 
performed by one specific person, does the agreement 
prohibit assignment and subcontracting, except as approved in 
writing by Marquette? 
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If the agreement contains a provision that the Provider can 
terminate for default for the University’s failure to pay, does 
the provision require that the University get written notice of 
intent to terminate for default and at least 10 days to cure 
before default? 

       

          

 


