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Contract Management Plan
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1. CONTRACT DELEGATION AND AUTHORISATION
1.1 APPROVAL AUTHORITY

The following position has the authority to approve annual reviews of the contract management plan, contract variations, and extensions.
	Position Title:
	(Refer to your agency's Purchasing and Contracting Authority Register)

	Date:
	


1.2 CONTRACT MANAGEMENT PLAN ANNUAL APPROVAL
CONTRACT MANAGEMENT PLAN – ANNUAL APPROVAL

Approved by Accountable Authority/Delegate

Name (print)

Signature

Date 
/
/201…

Comments (if appropriate, include results of annual contract review)


CONTRACT MANAGEMENT PLAN – ANNUAL APPROVAL

Approved by Accountable Authority/Delegate

Name (print)

Signature

Date 
/
/201…

Comments (if appropriate, include results of annual contract review)


CONTRACT MANAGEMENT PLAN – ANNUAL APPROVAL

Approved by Accountable Authority/Delegate

Name (print)

Signature

Date 
/
/201…

Comments (if appropriate, include results of annual contract review)


CONTRACT MANAGEMENT PLAN – ANNUAL APPROVAL

Approved by Accountable Authority/Delegate

Name (print)

Signature

Date 
/
/201…

Comments (if appropriate, include results of annual contract review)


CONTRACT MANAGEMENT PLAN – END OF CONTRACT

Approved by Accountable Authority/Delegate

Name (print)

Signature

Date 
/
/201…

Comments (if appropriate, results of end of contract review)


2. PLAN FOR MANAGING THE CONTRACT

2.1 PURPOSE OF THE PLAN

The aim of this Plan is to outline how the (public authority name) will manage the Contract for (title of the contract) from award to the completion of the contract term.
A summary of the contract details and the contract management requirements are outlined in this Plan.

3. CONTRACT SUMMARY
3.1 BACKGROUND

Provide a brief summary of the procurement process that led to the contract being established. Items to be addressed may include:

a). History;

b). Purpose of the contract;

c). Objectives/outcomes/deliverables/milestones; and

d). Scope.

Information should be detailed enough to provide someone at arm’s length with a clear understanding of the contract requirements.
3.2 CONTRACT DETAILS
	Contract Manager
	

	Contract Number
	

	Contract Title
	

	Contract Commencement Date
	

	Contract Term
· Initial Term

· Extension Options
	

	Estimated Total Contract Value At Award
	

	Contract Framework e.g. sole supplier, panel
	

	Buying Rules [if applicable]
	


3.3 DOCUMENT REGISTER
Comprehensive documentation is critical for successful contract management and is necessary for contractual, legislative and audit purposes.
3.3.1 Contract Documents

The Contract is comprised of the following documents:
	Document Name
	File Reference/Location

	Request Conditions and General Conditions of Contract – (Insert Version)
(must be the same version as listed in the Request)
	

	Request
	

	Addendum / Addenda (if any)
	

	Contractor(s)' Offer including any clarifications
	

	Letter(s) of Award (signed copy)
	

	Service Level Agreement (if applicable) (signed copy)
	

	Contract Extension Letter(s)
	

	Contract Variation Letter(s)
	


3.3.2 Other Documents
Edit document list as required

	Document Name
	File Reference/Location

	Procurement Plan
	

	Evaluation Report
	

	Preferred Respondent Letter
	

	Response to Preferred Respondent Letter
	

	Insurance Certificate of Currency
	

	Contract Transition Plan (Attachment A)
	

	Risk Register (Attachment B)
	

	
	


Documents should be contained on the Public Authority’s record management system and/or hard copy file therefore just the file reference is required. Attachments listed in section 5 of this document may also need to be listed above under Other Documents.
3.4 CONTRACTOR(S) DETAILS
Add additional tables for each contractor

	Name of Legal Entity
	

	ACN (if a company)
	

	Business Address
	

	Business Name
	

	ABN
	

	Contact Person
	

	Contact Person Position Title
	

	Email
	

	Telephone
	

	Facsimile
	


Detail the insurances held by this Contractor
	Insurance Type
	Insurer
	Policy No.
	Insured Amount
	Expiry Date
	Exclusions

	
	
	
	
	
	

	
	
	
	
	
	


The Contract Manager should ensure the above insurances are valid and in accordance with Contract requirements. Details of Insurance Certificates of Currency should be provided under 3.3.2 Other Documents.
3.5 PRICING
3.5.1 Price Details

Detail pricing arrangements.
A price schedule may also be included (as an attachment if required).
3.5.2 Payment Details

Detail payment conditions.

Include any specific conditions about payment terms, schedule/dates/milestones, settlement discounts and/or invoicing/payment requirements.
3.6 CONTRACT VARIATIONS

The Contract Manager will manage contract changes/variations through a formal contract change/variation process. The State Supply Commission’s policy requirements with respect to a ‘variation’, as defined, will be adhered to.

Reference/detail the contract change/variation process including the process for the approval of contract changes/variations by the Delegated Authority.
3.6.1 Price Variation Details

Detail the price variation mechanism allowed under the Contract. The price variation mechanism should be the same as stated in the Request document and/or as agreed as part of contract negotiations. 

3.6.2 Other Variation Details

Detail any other variation mechanisms allowed under the Contract. The variation mechanism should be the same as stated in the Request document and/or as agreed as part of contract negotiations.
3.7 EXTENSION OPTIONS
The Contract Manager will undertake a formal review prior to recommending exercising or declining any available extension option.
Reference/detail the process for approval of any extension options by the Delegated Authority.
4. CONTRACT MANAGEMENT

4.1 GOVERNANCE
The Public Authority and Contractor are required to comply with various policy, procedural, reporting, record keeping and contractual obligations. The Contract Manager and Contractor are responsible for ongoing management of these requirements.
4.2 RELATIONSHIP MANAGEMENT

4.2.1 Stakeholders

There may be a number of stakeholders involved in the delivery of this contract. Detail the main stakeholders and their roles and responsibilities in relation to the management of the contract (e.g. contract manager or contract management team, Delegated Authority or executive, contractor, distributors, Agency staff, client reference groups). 
A diagram identifying the relationships between the parties may be included as a reference if required.
4.2.2 Communication Strategy
If applicable, detail the strategy that will be used to communicate with stakeholders during the contract term. This may include regular progress reports or updates to the Agency executive team, how any changes to the contract will be communicated to Agency staff, feedback to contractor, changeover of staff etc).
4.3 TRANSITION

4.3.1 Transition in Requirements

Detail any contract start up issues and/or transition in considerations outlined in the Request or agreed as part of contract negotiations. Provide details of the proposed strategy for managing these issues/considerations.
A Contract Transition Plan may be included at “Attachment A”.

4.3.2 Transition out Requirements

Detail any contract close out issues, tasks and/or transition out considerations i.e. return of assets, access cards, documentation, handover, training or special transition arrangements to be undertaken at completion of the contract. Provide details of the proposed strategy for managing these issues/considerations.
A Contract Transition Plan may be included in “Attachment A”.

4.4 REPORTING REQUIREMENTS

Detail the reporting requirements as outlined in the Request or as agreed as part of the Supplier Performance Management requirements or as part of contract negotiations. This may include information on the reporting type, format or frequency, data analysis and the use of the results.

Include details around Participation Plan reporting. If the procurement is subject to the Western Australian Industry Participation Strategy, successful suppliers and agencies may also be required to report on the achievement of commitments made in the Participation Plan. A reporting template should have been attached to the Request. This reporting may occur even where an exemption to include the Participation Plan weighted criteria, however, in an amended form. Successful suppliers are to report on Participation Plan commitments:

e). annually on the contract commencement anniversary and then at the expiry of the Term if the Term is greater than 12 months; or

f). once at the expiry of the Term if the Term is 12 months or less.
Provide details of where data will be saved.
4.5 MEETINGS

Detail the meeting requirements as outlined in the Request or as agreed as part of the Supplier Performance Management requirements or as part of contract negotiations. This may include a schedule of meetings specific to the contract.
Provide details of where data will be saved (e.g. agendas, minutes, action plans).
4.6 KEY PERFORMANCE INDICATORS

Detail any KPI’s that have been outlined in the Request or as agreed as part of the Supplier Performance Management requirements or as part of contract negotiations. This may include the methodology for data collection and analysis which will be used to monitor and assess the Contractor’s performance to ensure that the Contractor performs at the agreed standard. 
If KPI’s have not been specified provide details about how Contractor performance will be measured.

Provide details of where data will be saved and how feedback on performance will be provided to the Contractor.

4.7 ISSUES AND COMPLAINTS
Detail how issues and complaints that arise during the contract term will be managed and documented.
4.8 CONTRACT REVIEW

Formal contract reviews need to be planned well in advance of extension or expiry dates to maximise the options available to the public authority.
Detail the process and timeframes for completing any proposed contract reviews. A review schedule could be included as an attachment to this document.

A formal contract review should identify whether objectives are being met and if the value for money claim has been validated by assessing:

g). Whether there is a change in demand for the products/services (i.e. an increase, decrease or no longer any requirement)
h). Strengths and/or weaknesses
i). Issues and/or efficiencies
j). New risks identified
k). Contractor performance incorporating any agreed Supplier Performance Management requirements
l). Variations

m). Expenditure versus budget
Note: Contract Review templates are available on the Department of Finance’s website under Government Procurement > Templates and Guides > Goods and Services Templates, Guides and Conditions of Contract – Contract Management Templates.
4.9 RISK ASSESSMENT AND MANAGEMENT STRATEGY

Risk assessment and management should be ongoing from the planning phase to the contract close out/finalisation.

The risk assessment completed during the planning phase should be reviewed regularly and updated if/when new risks are identified.
A Risk Register can be included as an attachment to this document – see Attachment B.
4.10 BUYERS GUIDE

A Buyers Guide is generally used where a panel contract (more than one supplier, to supply goods and/or services) has been established.
Detail the location of the Buyers Guide (Original and updates for editing purposes). This may also be detailed in the document register (3.3).
Detail where the Buyers Guide will be published (for Agency staff to view).
Detail the proposed communication strategy for advising staff of the contract commencement, any updates, notifications or price variations.
Detail any requirements for updating the buyers guide: (i.e. reasons for updates, frequency, responsibility and approvals, process).
5. ATTACHMENTS
Depending upon the type and scope of the Contract a variety of documents may be required.
The Contract Manager will need to determine whether documents should be listed with the file reference number under 3.3.1 or 3.3.2 or whether they should be included as an attachment to the CMP.
Examples include documents such as:
	Attachment Reference
	Document

	A
	Contract Transition Plan

	B
	Risk Register

	
	

	
	

	
	


DELETE IF NOT APPLICABLE 
CONTRACT TRANSITION PLAN 

ATTACHMENT A
TRANSITION IN
	Tasks
	Start Date
	Finish Date
	Action Officer

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	


TRANSITION OUT

	Tasks
	Start Date
	Finish Date
	Action Officer

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	


DELETE IF NOT APPLICABLE
RISK REGISTER 

ATTACHMENT B
Insert a risk register here. 
There is no single risk register or table that must be used in this section. The Risk Register provided in the Department of Finance ‘Risk Workbook’ template can be used, or any other risk register, table or other means of documenting risk.
As a minimum, this appendix should describe the risks identified, along with their ratings and treatment strategies.
The Appendix title can be edited as appropriate.
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