{{Company Name}}
Contract Information Sheet
Use this form to collect key information before preparing or reviewing an agreement. This is not a legal contract.

General Information
Contract / Agreement Name: {{Contract Name}}
Project or Service Name: {{Project or Service Name}}
Date Prepared: {{Date Prepared}}
Prepared By: {{Prepared By}}

Party A Information
Name: {{Party A Name}}
Company: {{Party A Company}}
Role / Relationship: {{Party A Role}}
Email: {{Party A Email}}
Phone: {{Party A Phone}}
Address: {{Party A Address}}

Party B Information
Name: {{Party B Name}}
Company: {{Party B Company}}
Role / Relationship: {{Party B Role}}
Email: {{Party B Email}}
Phone: {{Party B Phone}}
Address: {{Party B Address}}


Agreement Summary
Purpose of Agreement:
{{Purpose of Agreement}}
Services, Products or Responsibilities:
{{Services or Responsibilities}}

Important Dates
Proposed Start Date: {{Proposed Start Date}}
Proposed End Date: {{Proposed End Date}}
Review Deadline: {{Review Deadline}}

Payment / Cost Notes
{{Payment or Cost Notes}}

Documents or Attachments Needed
[ ] Proposal
[ ] Quote
[ ] Scope of work
[ ] Invoice
[ ] Purchase order
[ ] Other: {{Other Documents}}

Questions to Clarify
{{Questions to Clarify}}
Internal Notes
{{Internal Notes}}

Review
Reviewed By: {{Reviewed By}}
Review Date: {{Review Date}}
Next Action: {{Next Action}}
