Add termination clause check– provide if we terminate that we owe for rest of agreed upon term of contract.
Business Terms AI Contract review of (add name of supplier here)
Review Date: ___ / ___ / ______
(Business Terms Review Only — Not a Legal Sufficiency Review)

PURPOSE OF THIS TEMPLATE
This template captures a clear, factual review of business, financial, operational, and compliance‑relevant terms as written in the documents provided.
The objectives are to:
· Surface business risk, cost exposure, and operational impact
· Identify one‑sided, vague, missing, or externally referenced terms
· Clearly distinguish between what is stated, what is missing, and what is referenced externally
· Classify business risk level without making recommendations or acceptability judgments
· Enable downstream reviewers to identify additional documents that must be obtained and reviewed
· MSA could mean the vendors terms and conditions – not an agreement UC has with the vendor so please note the difference.

This template is designed for human reviewers and AI reviewers.

REVIEW INSTRUCTIONS (READ FIRST — REQUIRED)
1. Use only the provided documents and any links explicitly referenced within those documents.
2. Do NOT infer, assume, normalize, reinterpret, or soften vendor language.
3. If an item is not explicitly addressed, state:
“Not addressed in the document(s) provided.”
4. If language is vague, subjective, conditional, or open‑ended, call it out directly.
5. Do NOT provide recommendations, negotiation strategy, prioritization, or legal conclusions.
6. Where business risk or exposure is evident based solely on the terms as written or missing, the reviewer must classify the risk level (Low / Medium / High).
7. All external links, incorporated documents, or referenced terms must be identified and listed, even if not reviewed yet.
8. This review documents business terms only — legal, security, privacy, accessibility, and compliance approvals are separate.

1. Contract Overview (Business Context)
Contract / Quote / Invoice Name:
Vendor / Counterparty:
Document(s) Reviewed (file names):
Review Date (from title):
Business Purpose (1–2 factual sentences):
(What the agreement is for, using vendor/customer language only.)

2. Scope & Deliverables (Business View)
Product(s) / Service(s) Covered:
What is INCLUDED:
What is EXCLUDED (if stated):
Use Restrictions (academic, internal, non‑commercial, named user, etc.):
Weasel Words / Ambiguities Identified:
(e.g., “may,” “as applicable,” “subject to,” “commercially reasonable,” “at vendor’s discretion,” “from time to time”)

3. Term, Renewal & Exit (Business Exposure)
Initial Term:
Renewal Terms:
☐ Automatic ☐ Optional ☐ Not stated
Termination Rights (Business‑Relevant):
(With cause / without cause; notice requirements; or not addressed)
Financial Impact of Termination or Lapse:
(Refunds, penalties, back‑charges, loss of rights, acceleration, or not stated)
Weasel Words / Ambiguities Identified:

4. Financial & Commercial Terms
Total Cost / Fee Structure:
Payment Terms:
Price Holds / Escalators / Increases:
Additional Fees / Pass‑Through Costs:
(Usage‑based charges, overages, reinstatement fees, audit costs, taxes, collection costs, etc.)
Penalties / Interest / Acceleration Clauses:
Weasel Words / Ambiguities Identified:

5. Business Operations & Controls
Audit Rights (business impact only):
(Notice, frequency, scope; or not addressed)
Reporting / Usage Monitoring:
Change Controls (vendor ability to modify services or terms):
Weasel Words / Ambiguities Identified:

6. Data, Security & Technology — BUSINESS TERMS REVIEW
(Business‑terms identification only — not a security certification)
Technology / Data Involved:
☐ Software ☐ Hardware ☐ Cloud / Hosted ☐ No technology or data involved
Confidentiality Obligations Present?
☐ Yes ☐ No ☐ Not addressed
Data Security Standards Defined (FERPA, encryption, access controls)?
☐ Yes ☐ No ☐ Not addressed
Breach Notification Requirements Stated?
☐ Yes ☐ No ☐ Not addressed
Automatic Data Transmission / Monitoring Described?
☐ Yes ☐ No ☐ Not addressed
Business‑Relevant Notes (quote or cite language):

7. External References & Incorporated Documents (REQUIRED)
List ALL terms and conditions, license agreements, policies, or other documents that are explicitly referenced or incorporated by reference as part of the agreement but are not included in the documents reviewed.
MANDATORY REQUIREMENTS:
· The ACTUAL link (URL) must be provided for each referenced document.
· The link must allow the reviewer or downstream approver to directly access and download the governing document.
· Do NOT describe, summarize, or name a document without providing the link.
· If a document is referenced but no link is provided in the agreement, state explicitly:
“Referenced — no link provided in the document.”
· Do NOT include marketing, contact, support, or preference links.
· If a governing document cannot be accessed via link, the review is incomplete.
	Referenced Document / Link (ACTUAL URL REQUIRED)
	Where Referenced (Section / Page)
	Document Provided? (Yes / No)
	Notes


.

8. Accessibility / Regulatory References (If Applicable)
Accessibility or Compliance Documentation Referenced:
(VPAT, certifications, standards, or not addressed)
Version / Date (if stated):
Support Level Indicators (as stated):
(Fully Supported / Partially Supported / Not Supported)

9. One‑Sided or Vendor‑Favorable Business Terms
(Business relevance only — do not assess enforceability)
Identified One‑Sided Terms:
(e.g., unilateral changes, non‑refundable fees, uncapped penalties, customer‑only obligations)

10. BUSINESS RISK IDENTIFICATION & CLASSIFICATION (REQUIRED)
Classify risk strictly based on the terms as written or missing — not acceptability.
	Risk Area
	Description (As Written or Missing)
	Risk Type (Financial / Operational / Compliance / Data / Governance)
	Risk Level (Low / Medium / High)

	
	
	
	

	
	
	
	



11. Quote / Proposal Alignment Check (If Applicable)
☐ Pricing aligns to governing terms
☐ Term aligns to governing terms
☐ Usage rights align
☐ Conflicts or gaps identified
Conflicts or Gaps Noted:

12. Business Summary (No Recommendations)
Key Business Takeaways (short, factual):
(What leadership or reviewers need to know at a glance — no advice, no conclusions.)
Also Identify if there are BLANK spots that require us to populate contact information so we can fill those prior to submitting for signature.

IMPORTANT REMINDER
This document records what the contract documents say (or fail to say) about business terms.
It does not determine acceptability, negotiability, or approval.
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