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supplied

9(2)(d) - to avoid prejudice to the substantial economic interests of New Zealand
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Contract Checklist

Step 1: To be completed by Contract Manager1

By signing this checklist the Contract Manager certifies that the following policies & procedures have
been understood and adhered to.

Treasury Delegations

Treasury Corporate Policies - Expenditure
Outsourced Services procedural guidelines
Procurement procedural guidelines

The Contract Manager also certifies that the following steps have taken place.

1 Total estimated contract cost (listed below) has been pre-approved or approval has been sought
from appropriate delegated authority:

a. Master contract s9(2)(a) - Refer Procurement plan below signed by s9(2)(a)
s9(2)(a)
b. SoW for Treasury Website Blog s9(2)(a) Confirmation of budget in RC82:
(Approval for SoW: Treasury Blog work -59(2)(@) RC82 - RE: Contract Checklist -
s9(2)(b)(ii) - Subscription Agreement under the Web Services Panel
(master contract) and related Statement of Work (SoW) for Treasury Website Blog
D:4020358) .

2 Access to the premises, working space and ICT systems has been arranged. Not required.

3 Discussion has taken place with the Legal team to ensure extent of Legal advice required. Legal
comfortable with wording in subscription agreement and SoW: (RE: Review please of new
Subscription Agreement and an SoW with S9(2)(b)(ii) 's9(2)(a)

4 Departmental Security Officer notified and appropriate clearance is arranged.

5 |If contract is IT related the request has been discussed with CASS. Refer Procurement plan
below signed by 's9(2)(a)

Contract Information

Consultant’'s name: s9(2)(a)

Project name: Subscription Agreement under the Web Services Panel (master contract)
and related Statement of Work (SoW) for Treasury Website Blog Add-on
Development

1 Contract Manager is the person responsible for the contract and ensures it complies with all policies &
procedures.
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Description of service:

Adgreed procurement plan for this master contract and SowW (signe-
Oct 2018): (Signed 4 Oct 2018 $92)@ | Procuremen

Plan: Drupal Platform and Website Development and Application
Support Services - Sep 2018:4008848)
New master contract with Limited to govern
relationship which includes ongoing application support of the CSS-

hosted Drupal platform fortand Treasury websites as well as ad
hoc software development (each governed by its own SoW):
(Final Signed 9 Oct 2018 -
Subcription Agreement Web Services (A0G):4020151)

ALSO
First SoW under this master contract is for software development of a
Blpg feature for the Treasury website treasury.govt.nz:

(Final CASS TSYREREEEESoW - Blog add-on for treasury.govt.nz
[ready fors9@)@) signature]:4018706)

Treasury contact:

Account code:

Subscription agreement: N/A (no charges), but some future SoWs will be
charged to RC38 Web and Publishing cost centre.

SoW for Treasury Website Blog Add-on Development: _

Term of contract:

Subscription agreement: Oct 2018 — Open Ended
SoW for Treasury Website Blog Development: 4 Oct — 30 Nov 2018

Estimated Cost (excluding GST):

Subscription agreement: Estimated cumulative cost 2018/2020 of all
SoWsH

SoW for Treasury Website Blog Development: -
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Step 2: Gate Keeper sign off

Once the Contract Manager has completed their section and certified all correct steps have been taken,
this document should be sent to their Business Analyst in Finance.

The Business Analyst has a ‘gatekeeper’ role in this process. This role will:

* Provide final sign off for the contract checklist ensuring that the contract manager has followed
the policies and procedures

» Confirm there is sufficient approved budget for the project

 Confirm that the contract has been completed before the work commences (or that if already
commenced, work stops until a contract is in place)

» Escalates issues where policy and procedures have not been followed: and

* Provides information for the monitoring and management of contracts, to help ensure contracts
are completed as documented (in terms of both timeframes and amounts), with amendments or
extensions documented where required.

Step 3: Administration

On completion of the checklist and once the contract has been signed the documentation should be
sent to the Business Support Administration Assistant

Business Supports role in this process is to:

OitSideIoRSCopE NN T contracts (natural account code

422) are not recorded in the consultants database.
e Scan original documentation into iManage
* Send iManage links of the documentation to the Contract Manager and Business Analyst
e Send original documentation to information management for filing.
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