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ATTORNEY REVIEW CHECKLIST 
Effective 7/28/16 

 
 

What type of documents require Attorney Review: 

 Agreements 

 Contract Amendments/Renewals 

 IFBs, RFPs, RFQs 

 Cooperative Award and Renewal letters 

 Vendor created agreements and contracts 
 
What documents don’t require Attorney Review (unless assistance is needed): 

 Addenda 

 SCC letters 

 FOIA letters 

 Commonwealth of Virginia 
 
Task Preparation and Review: 

 Prior to sending task, document(s) should be reviewed, spell checked, formatted and as 
“clean” as possible.  In addition, a peer review needs to be conducted to catch any final 
errors before sending to the Attorney’s Office. 

 Read documents thoroughly and make sure all necessary information is included. 

 Email document(s) to Ursula Edghill and label as “TASK” in the subject line along with 
subject of the document(s) and Contract number.  Please also include a brief explanation 
of what the task is, who the vendor is, the type of document, and the date when it is 
needed.  If the documents are too large to fit in one email, send in multiple emails and 
label as “1 of 3” etc. Do not provide CDs or file folders.  

 Provide dollar value of Contract/Amendment 

 Please make sure you indicate in your task what documents you are sending.  For 
example, if this is for a rideable contract, tell them you’re sending up an award letter and 
T’s and C’s for a rideable Fairfax Contract with ABC company and attached are all of the 
Fairfax documents (RFP, addenda, NOA, agreement). If you are missing one document 
(like an addendum to the RFP) and you will have it shortly, indicate so in the email.  If you 
are sending up a contract amendment for a County issued contract, indicate what contract 
the amendment is for. 

 Please allow at least 7-10 business days for Attorney turnaround. 

 If you need to send an urgent task, mark it as a PRIORITY TASK in the subject line and 

provide an explanation of the urgency and when it is needed. Also select the “! High 

Importance” tag. Please limit urgent tasks as much as possible. All priorities should be 
approved by the Purchasing Agent or APA before submitting and the PA or APA should 
be copied on the priority task. 
 

If sending a County initiated document as the result of a solicitation:  

 When sending up an agreement for review as a result of an IFB/RFP, include copies of 
any addenda issued. 

 If an RFP, provide a copy of the proposal submission that indicates the firm’s exceptions 
to the T’s and C’s or firm’s supplemental contract documents. 
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If sending a rideable contract for review, include:  

 A copy of the host jurisdiction IFB/RFP and any addenda 

 A copy of the Agreement/Award and any renewals (If any of these documents reference 
supplemental documents, such as the original bid or proposal from the vendor, this also 
needs to be submitted.) 

 Make sure it’s clear who the vendor is (i.e., an NJPA contract with Toro, but the actual 
Contract for us would be with a local distributor.) 

 Specifically indicate where cooperative language and/or the rider clause can be found in 
the documents.   

 Indicate which amendment/document illustrates that the contract is still valid. 

 
If sending a vendor initiated agreement: 

 Review the agreement and make any initial redlines as appropriate (use the Checklist for 
Contractor provided Agreements) 

 Attach the Supplemental Terms and Conditions or PO terms document as necessary.  
(The Supplemental Terms and Conditions template may need to be modified) 
 

Regardless of the type of task: 

 Please provide a screen print of the SCC page for faster processing.  If the SCC is 
pending, please note as such and that you are only submitting to get the process started 
while you are waiting on the updated SCC status. 

 If vendor is a sole proprietor, specify in the task and include Oracle vendor number 
 

Other Information: 

Sending Supplemental Information: 

 Complete tasks should sent, if possible.  However, if you are only waiting on one 
document, indicate as such in your original task. 

 When you receive the additional information, submit via email Task with “Supplement” in 
the title. 

Recall Failure: 

 If you send a task and realize you sent it in error, please use the Recall feature in Outlook. 

 However, that doesn’t always work.  When you send your new task, forward all 
previous/bad task emails in one email and ask Ursula to ignore. 

Finalizing Documents: 

 On some occasions when Ursula is out, Ken will allow us to finalize documents.   

 Accept all edits, add the page border, and send the final documents to both Ken and 
Ursula. Be sure to include the contract number in the subject of the email.   

 
Tasks sent that are missing any of the information above may be returned without review.  In 
addition, tasks that have significant errors that are within the control of the submitter (i.e. poor 
formatting and grammatical mistakes, not using current template, etc.) may also be returned. 
 
If it is the second (or more) time the document is being sent up for review, please include “TASK 
RESUBMIT” in the subject line to Ursula.  Include a summary of all outstanding issues as well 
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as the document(s) to be reviewed.  Also, update the version number (v2, v3, etc) in the file 
name along with your initials each time you send a new version up. 
 
 
 


