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GCBS Contract Intake

Thank you for your email and request for legal review. In advance of assigning your matter to a lawyer within the Department, we would appreciate it if you could provide the following Information. Please complete all fields, your request will be processed once completed.

1. Name of Unit or Department Seeking Legal Advice 

	



2. What is the deadline for the legal review to be finalized? Can you explain what is driving this deadline ie, contract expiry, project start date 
	
	



3. Legal assistance required to
· Terminate an existing contract
· Amend an existing contract (please attach the executed contract)
· Review a contract provided by a third party
· Review changes made to a TMU template 
· Draft a new contract 
· Other: (please identify)

4. Have you reviewed the agreement?  If no, please review and then submit a new request for legal review.

If yes, please outline the unit’s business objectives for entering into this contract in one or two sentences. Do the contract terms, as currently drafted, align with your unit’s business objectives? If not, please indicate any terms of the contract that are of particular concern for your unit and require legal review.

	






5. Please provide the following background information:
· Have you previously received legal advice on this agreement from GCBS? If yes, please advise which lawyer provided the legal advice, as well as a copy of that advice. 
· Is this contract related to an RFP or a Master Services Agreement?  Please provide RFP. 

	




6. Does this agreement or matter involve the collection, use or disclosure of personal information? If so, please provide the completed privacy and security assessment. 

	




7. What is the dollar value of the contract? Please note, the dollar value determines the signing authority. Please see the Signing Policy and specify if Board approval is required

	



8. Name of other party or parties to the contract 

	






9. What is the Term of the contract, including the start date?

	




10.  Does the contract contain insurance or indemnity provisions?
 
	



11. Please confirm the following:
· Authorized Signatory has provided authorization to move forward with this transaction. 
· Department agrees with the business terms and conditions in the contract; or
· Department is attaching all relevant materials, including the original contract,  the Department’s redline of the contract and/or a document detailing business concerns
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