{{Company Name}}
Agreement Review Checklist
Use this checklist before sending or signing an agreement. This checklist is for general organisation only and is not legal advice.

Agreement Details
Agreement Name: {{Agreement Name}}
Reviewed By: {{Reviewed By}}
Review Date: {{Review Date}}
Basic Details
[ ] Correct party names are included
[ ] Company names are spelled correctly
[ ] Contact details are correct
[ ] Effective date is included
[ ] Project or service name is clear
[ ] Document version is correct
Scope and Responsibilities
[ ] The project or service is clearly described
[ ] Responsibilities are clear
[ ] Deliverables are listed
[ ] Timeline or key dates are included
[ ] Items not included are noted, if needed
Payment and Costs
[ ] Payment amount or cost notes are clear
[ ] Payment timing is clear
[ ] Invoice details are included, if needed
[ ] Any extra fees or costs are noted, if applicable
Communication and Contacts
[ ] Main contact person is listed
[ ] Email address is correct
[ ] Phone number is correct
[ ] Approval contact is identified
Review Items
[ ] Any unclear wording has been marked for review
[ ] Important terms have been checked
[ ] Required attachments are included
[ ] The final version has been reviewed before sending
Signature Section
[ ] Signature fields are included
[ ] Name fields are included
[ ] Date fields are included
[ ] All required parties are listed
Notes
{{Review Notes}}
Next Action
{{Next Action}}
