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1.1 Purpose of Manual

The Contract Manager plays a vital role in the contracting process. As the representative of both Caltrans and the State of
California, the Contract Manager is the person responsible for ensuring that the Department and State receive both quantity and
quality of services for which it has contracted at the agreed upon price.

The purpose of this manual is to provide guidelines for the Contract Manager in managing service contracts. (For management
of Architectural and Engineering contracts, please see A&E Consultant Services Manual).

The manual is the result of a recent audit of the department's service contracting function in which a number of concerns relative
to the performance of Contract Managers were identified. Because there appears to be no uniform understanding of the specific
roles and responsibilities of Service Contract Managers, this Service Contract Managers Manual attempts to guide the Contract
Manager through the various aspects of managing a service contract. The manual includes, but is not limited to, the steps
necessary to request a service contract; the role in monitoring and managing contracts; and the responsibilities for amending and
renewing service contracts.
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