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PREFACE

This manual was created to provide direction to Contract Administration. It is a part of
the City of Richmond, Procurement Services Policies and Procedures and is directly
related to Policy No. 37. The manual will guide you through the processes involved in the
contract administration function. The manual covers, contract development, the players
involved, the beginning of contract administration, monitoring performance, claims and
disputes and the closing of a contract.

Maureen Daniels CPPB, Contracts Administrator is the author and source material was
obtained from Procurement Services Polices and Procedures, City Code Chapter 74,
Virginia Public Procurement Act, NIGP Contract Management Second Edition and The
Center for Management Development and Training Inc.

Any questions concerning this manual should be directed to the Department of
Procurement Services at (804) 646-5716.






