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Purpose

Contract monitoring is the process of reviewing and tracking a vendor’s performance as outlined in a
signed contract. This procedure ensures a vendor is compliant with the terms set forth in the
agreement and is aligned with reimbursement requirements set forth by state and federal regulatory
agencies.

This procedure is a tool to help Archuleta County ensure that contracts maximize vendor
accountability and follow state and federal regulations and statues.

Initial Contract

Contracts shall be monitored by a designee of the Finance Department to ensure the pursuing
Director, Department Head, or their designee is compliant with the terms or delivery of the contract.
Working closely with the Project Manager or County representative to ensure County compliance
with Agency-specified requirements including timeline, budget, reimbursement requests and
reporting. The following identifying information must be listed in each contract before submitting
for approval by Finance:

1. Entity Name — Legal name as indicated on the contract and submitted W-9.
2. Contract Name — Title as reflected in the heading of the contract

3. Contract Description - Identifying information, purpose, special terms, or other relevant
information

. Contract Type — Service, Goods, IGA, MOU, Grant, Lease Agreement, etc.

. County Department — Department name(s) engaging in contract/vendor relationship
. Amount — Total amount of the financial obligation as reflected within the contract.

. Renewable — Yes/No option

. Effective Date — Contract begin date as reflected in the contract
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. Review Date — Date will be determined by Department Head. All review dates will be no less
than 60 days prior to the contract renewal or expiration date

10.Renewal/Expiration Date — Contract renewal/expiration date as reflected in the contract
11.Contract signatures requirements:

a. First signature: Contractor
b. Second signature: Department Head
c. Third signature: Director of Finance
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d. Fourth signature: County Attorney
e. Fifth signature: BOCC Chair

12.Certificate of Insurance (COl) — Contractor is required to submit a valid COI that is aligned to
County required insurance and have Archuleta County named as additionally insured

Steps for Contract Monitoring

1. Upon final and formal approval by the Archuleta County Board of County Commissioners
(BOCC), the Finance Department will return the approved contract to the contracting
department

2. Finance will send a fully executed contract to the parties identified in the NOTICES section of
the contract

3. Throughout the term of the contract, the issuing department will conduct monitoring and

oversight that may consist of the following:

a. Review of deliverables and specified timelines

b. Review contract data outputs

c. Conduct site visits, if applicable

d. Review spending patterns and budget parameters

e. Ildentify issues such as missed payments, late deliveries, or incomplete tasks

f. Hold regular meetings with the Contractor to discuss performance, deliverables, or any
other information needed

g. Address any issues or concerns that arise from the monitoring and oversight with the
Contractor.

4. Throughout the term of the contract, the department will:
a. Monitor to ensure the Contractor is invoicing and the County is paying as required under the
contract
b. Notify the Finance Director if concerns arise regarding invoicing and payments to the
contractor

5. The Finance team will conduct a yearly or bi-yearly check-in with the contracting Department
Head(s), requesting a status update on scope adherence, revenue or expense delivery, project
issues or risks, and amendment, termination or renewal expectation

Corrective Action Plan

A corrective action plan may be initiated by the contracting Department Head working in conjunction
with County Council, based on any missed timeline and/or deliverable.

A corrective action plan should:
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Include complete contact information for the contracting department and contractor
Detailing of identified issues or concerns with contract delivery

Establish a remediation timeline and/or deadline for issue correction

Establish escalation path should mitigation strategy not be achieved
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