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Document 00496

CONTROL FORM FOR CONTRACT DOCUMENTS
NOTE:  This form is to remain with the Contract documents and SHOULD NOT BE REMOVED.

PROJECT NAME:  
 

PROJECT No.:  
 

CONTRACTOR:  
[Contractor’s Company Name]

DEPARTMENT/DIVISION:  
[Contracting Department]


[Contracting Division]


CONTACT PERSON(S):
[PM’s Name]

PHONE NUMBER(S):
[PM’s Phone No.]

These documents are assembled according to the attached checklist.  For verification of items within the Contract documents, refer to the checklist.

This Ordinance and/or Contract have been reviewed as to form by the undersigned legal assistant and have been found to meet established Legal Department criteria.  The Legal Department has not reviewed the content of these documents.

By: 


Date: 




Legal Assistant







I have sent the Ordinance to the Controller's Office.

By: 


Date: 




Award Coordinator






TO THE CITY SECRETARY:  I have examined and approved the Contract documents.  Two copies of the Contract documents are sent to you herewith for signatures.

By: 


Date: 




Director, [Contracting Department]






TO THE CITY CONTROLLER:  Two copies of the Contract documents are sent to you herewith for countersignature.  They were authorized by Ordinance Number                          passed by City Council on                                       .  The Contract documents were executed by the Mayor or Mayor Pro Tem on 
                               .

By: 


Date: 




City Secretary






TO THE DIRECTOR:  One copy of the Contract documents is sent to you for final distribution.

By: 


Date: 




City Controller 
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