Contract Management Plan Template

Contract Management Plan
Operational framework for managing the contract in the post-award phase
Contract Overview
Contract Name:
Supplier:
Contract Owner:
Contract Manager:
Contract Start Date:
Contract End Date:
Contract Value:
Short Description of Scope:
Link to Key Documents
· Contract
· Amendments
· Business Case
· Risk Assessments
· Governance Model


Resources & Roles

Key Roles

	Role
	Name
	Responsibility
	Time Allocation

	Contract Owner
	
	
	

	Contract Manager
	
	
	

	Service / Operations
	
	
	

	Finance
	
	
	

	Legal
	
	
	

	Security / Compliance
	
	
	

	Procurement
	
	
	




Capacity & Support
· Expected time commitment per role:
· Available support functions:
· Key dependencies:





Stakeholder Overview

Stakeholder Mapping
	Stakeholder
	Role
	Interest
	Influence

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Roles & Responsibilities
(Describe who decides, who advises, who is informed — or insert RACI)
· Decision makers:
· Advisors:
· Informed stakeholders:
Escalation Paths

	Internal Escalation (Who to escalate to, and when)

	



	Supplier Escalation (Contacts and escalation levels)

	



Governance Structure

Internal Governance
	Forum
	Purpose
	Frequency
	Participants
	Outputs

	Internal Coordination
	
	
	
	

	Decision Forum
	
	
	
	

	Obligation Follow-up
	
	
	
	



External Governance (Supplier)
	Forum Type
	Forum Name
	Purpose
	Frequency
	Participants
	Outputs

	Strategic
	
	
	
	
	

	Tactical
	
	
	
	
	

	Operational
	
	
	
	
	




Governance Inputs & Outputs
Inputs:
(KPIs, reports, dashboards, agendas)
Outputs:
(Decisions, actions, escalations)



Reporting & Communication

KPIs & SLAs
(List key performance indicators and service levels)

Reporting Structure

	Report
	Frequency
	Owner
	Audience

	
	
	
	

	
	
	
	

	
	
	
	



Communication Channels
· Contract repository (e.g. Teams / SharePoint / CLM):
· Email (formal notices only):
· Ticketing system (day-to-day operations):
Record Keeping
Store the following:
· Contract and amendments
· Risk log
· Decisions
· Meeting minutes
· Reports
Contract Risk Management Plan

Risk Ownership
Risk Log Owner:

Risk Process
· Update frequency:
· Where risk is handled (e.g. governance forum):
· Escalation criteria:
Risk Integration
· Link to renewal strategy:
· Link to exit planning:












Contract Review Plan

Annual Contract Review
Review the following areas:
☐ Scope
☐ SLAs / performance
☐ Pricing / cost
☐ Customer obligations
☐ Security / compliance
☐ Exit readiness
☐ Etc.

Business Case Tracking
· Link to business case:
· Benefit realization tracking method:
Use of Review Output
· Contract changes:
· Governance adjustments:
· Input to future sourcing:

Yearly Wheel (Planning Overview)

Key Activities

	Activity
	Frequency
	Owner
	Inputs
	Outputs

	Operational Review
	Monthly
	
	
	

	Tactical Meeting
	Quarterly
	
	
	

	Risk & Security Review
	Half-yearly
	
	
	

	Strategic / Contract Review
	Annual
	
	
	



Planning & Deadlines
· Internal preparation deadlines:
· Required data inputs:
· Pre-meeting alignment activities:

Final Alignment
☐ Roles and responsibilities are clearly defined
☐ Governance structure is agreed with supplier
☐ Communication and reporting are aligned
☐ Risk management is operational
☐ Review process is defined
☐ Yearly wheel is implemented
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