
 

  



 

Contract File Checklist 
 

eMACS maintains the official contract record. Most of the documentation is contained in the 

system. The Contracts Officer must verify that the contract record is complete before close-out 

and archiving.   

Procedure: State Procurement Services Division Contract Management Procedure 

 

Agency Contract 
 

Statute: Montana Code Annotated 18-4 Montana Procurement Act  

Policy: MOM-SFSD-POL-Contract Management 

☐Fully executed Contract, including all attachments.  

☐All fully executed copies of any amendments and renewals on the Contract. 

☐Completed Renewal Justifications for each renewal. 

☐Insurance documentation. 

☐Contract performance security documents (if applicable). 

☐Correspondence between State and Contractor over the course of the contract. 

☐Completed Contract Close-out form. 

Policy: MOM-SITSD-POL-Information Technology Procurement Request (ITPR) 

☐Approved ITPR (if applicable) 

☐ITPRs for each renewal and amendment (if applicable). 

  

https://archive.legmt.gov/bills/mca/title_0180/chapter_0040/parts_index.html
https://montana.servicenowservices.com/sp?sys_kb_id=e23a2b731bd35a50af3486eae54bcb31&id=kb_article_view&sysparm_rank=2&sysparm_tsqueryId=e19efbfc1b2cea10af3486eae54bcbe4
https://montana.servicenowservices.com/sp?sys_kb_id=f7f3183187848690915586e7cebb3513&id=kb_article_view&sysparm_rank=3&sysparm_tsqueryId=3cbf512d1bdee410e7fbeb96bc4bcb5d&spa=1


Statewide Contract 

Statute: Montana Code Annotated 18-4 Montana Procurement Act  

Policy: MOM-SFSD-POL-Contract Management 

☐Fully executed copy of the contract (if SPB solicited) or Participating Addendum-PA (if 

cooperative solicited), including all attachments. 

☐All fully executed copies of any amendments and renewals on the contract. 

☐Insurance documentation. 

☐Contract performance security documents (if applicable). 

☐Correspondence between State and Contractor over the course of the contract. 

☐Completed Contract Close-out form. 

Statute: Montana Code Annotated 18-4-407: Cooperative Purchasing: Review of 

Procurement Requirements 

☐One-page ordering instructions summary. 

Policy: MOM-SITSD-POL-Information Technology Procurement Request (ITPR) 

☐Approved ITPR (if applicable) 

☐ITPRs for each renewal and amendment (if applicable). 

 

 

 

 

  

https://archive.legmt.gov/bills/mca/title_0180/chapter_0040/parts_index.html
https://montana.servicenowservices.com/sp?sys_kb_id=e23a2b731bd35a50af3486eae54bcb31&id=kb_article_view&sysparm_rank=2&sysparm_tsqueryId=e19efbfc1b2cea10af3486eae54bcbe4
https://archive.legmt.gov/bills/mca/title_0180/chapter_0040/part_0040/section_0070/0180-0040-0040-0070.html
https://archive.legmt.gov/bills/mca/title_0180/chapter_0040/part_0040/section_0070/0180-0040-0040-0070.html
https://montana.servicenowservices.com/sp?sys_kb_id=f7f3183187848690915586e7cebb3513&id=kb_article_view&sysparm_rank=3&sysparm_tsqueryId=3cbf512d1bdee410e7fbeb96bc4bcb5d&spa=1


Sole Source Contract 

Statute: Montana Code Annotated 18-4-306 Montana Procurement Act: Sole 

Source Procurement Records 

Administrative Rule: 2.5.604 Sole Source Procurement  

Policy: MOM-SFSD-POL-Contract Management 

☐Record of the completed requisition, appropriate approvals, and all supporting 

documents received from the Agency. (NOTE: if the contract request was created from 

the eMACS requisition, this would be linked to the contract, please verify) 

☐Approved Sole Source Memo (should be in the original request, please verify) 

☐Verification of suspension/debarment search. 

☐Notice of Intent to Sole Source results (if applicable) 

☐Clarification, Negotiation, and/or BAFO documents (if applicable). 

☐Protest documentation (if applicable). 

☐Request for Documentation 

☐Fully executed Contract, including all attachments 

☐Sole Source Justification and Approvals for amendments or renewals. 

☐Contract performance security documents (if applicable) 

☐Correspondence between State and Contractor over the course of the contract 

☐Completed Contract Close-out form 

Policy: MOM-SITSD-POL-Information Technology Procurement Request (ITPR) 

☐Approved ITPR (if applicable) 

☐ITPRs for each renewal and amendment (if applicable) 

 

 

https://archive.legmt.gov/bills/mca/title_0180/chapter_0040/part_0030/section_0060/0180-0040-0030-0060.html
https://archive.legmt.gov/bills/mca/title_0180/chapter_0040/part_0030/section_0060/0180-0040-0030-0060.html
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/ab202d21-364c-4ce6-b572-69180b7f0531
https://montana.servicenowservices.com/sp?sys_kb_id=e23a2b731bd35a50af3486eae54bcb31&id=kb_article_view&sysparm_rank=2&sysparm_tsqueryId=e19efbfc1b2cea10af3486eae54bcbe4
https://montana.servicenowservices.com/sp?sys_kb_id=f7f3183187848690915586e7cebb3513&id=kb_article_view&sysparm_rank=3&sysparm_tsqueryId=3cbf512d1bdee410e7fbeb96bc4bcb5d&spa=1

