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1) Goals of the project and specific required tasks





2) Which party is responsible for which tasks





3) Timeline, proposed milestones, and scheduling constraints





4) Procedures for dealing with change orders and project deviations





5) Compensation for each party





6) Billing and collections responsibilities










7) Authorization procedures and responsibilities





8) Checkpoints to ensure close communication is maintained (meetings, progress reports, interim deliverables, pilots, beta testing, etc.)





9) Primary contingencies and dependencies on the project as a whole and on individual tasks





10) Measures to counter potential conflicts of interest and account encroachment (i.e.  who “owns” what)





11) Confidentiality and nondisclosure agreements





12) Contact information for the primary decision maker from each company
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