<<Insert contract name>>

Tender No: <<Insert contract number>>

Contract Management Plan 

Background

Brief description of the goods/services being provided, how the contract was established and the outcomes and outputs expected from a successful contract.

Contacts

Contractor name:

Address:

Phone:

Fax:

List the key personnel associated with the contract and provide contact details and their role in the contract:

	Name
	Contact Details (phone, email, fax)
	Role

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Documents

List the documents associated with the contract and where they are located

Transitional arrangements

If it is a new contractor, how will stakeholders be impacted?  How will transition be managed (is there a transition plan)?  What transitional tasks need to be addressed (eg notification to stakeholders/users, transfer of contract material from previous contractor)? 

Communication strategies

Between the contracting parties

How regularly will contract review meetings be held between the contractor and the contract manager?  How frequently do the parties need to meet in relation to operational matters?

With stakeholders

Who are the stakeholders?  What are the key methods to be used for liaison, reporting, signalling problems etc.

Performance evaluation

What are the measures against which the contractor’s performance will be assessed?  How will the information be collected? How often will the evaluation occur?

Reporting requirements

What are the reporting requirements under the contract?  What will be the method of reporting (eg paper reports, electronic, etc)

Risk management

What are the key risks associated with the contract?  What will be done to reduce the risks?

Contract operation

· How are conflict and disputes to be resolved under the contract?

· How will contract variations be handled?

· What conditions apply to payments, and when will payment be made?

Contract milestones (KPIs)
List all milestones in relation to delivery of goods/services under the contract, reporting (eg progress reports, activity reports etc) and payment dates.

	Key tasks with milestones
	Responsibility
	Date

	
	
	


Contract review

How soon before the contract expiry date will the review occur?  How will the review be undertaken?  How will success be measured (should be in terms of the identified outputs and outcomes)?  Will the contract management processes itself be reviewed?

Future contract options

What will occur at the end of the contract?  If it is a continuing requirement, is there an option to extend?  What time frame will be associated with re-tendering the contract?

