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[bookmark: _Toc231899517]Purpose of the Contract Management Plan

The purpose of this Contract Management Plan is to define how the contract will be managed during the post-award phase.
A signed contract does not manage itself. Value is only realised when the contract is actively governed, monitored, communicated and adjusted throughout its lifecycle. This plan provides the operational framework for doing that in a structured way.
The plan should clarify who is responsible for managing the contract, how governance will work, how risks and obligations will be followed up, how performance will be reported, and how key decisions will be made.
The Contract Management Plan should be used as a practical working document by the contract owner, contract manager and relevant stakeholders. It should not simply repeat the contract. Instead, it should translate the contract into a clear operating model.
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This plan should be prepared shortly after contract signature, ideally as part of the transition from procurement, negotiation or implementation into active contract management.
It should be completed together with the key internal stakeholders and, where relevant, aligned with the supplier’s governance model.
The plan should be reviewed regularly and updated when the contract changes, the supplier relationship changes, new risks emerge, roles change, or the contract moves into a new phase.
A good Contract Management Plan should answer five practical questions:
· Who owns the contract?
· Who is responsible for day-to-day management?
· How will performance, risk, cost and obligations be followed up?
· How will decisions and escalations be handled?
· How will the organisation ensure that the contract continues to deliver value?
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A good Contract Management Plan is clear, realistic and operational.
It should be detailed enough to guide daily contract management, but simple enough that stakeholders actually use it.
The plan should create a shared understanding of responsibilities, governance, reporting, risk management, review activities and key dates.
If the plan is too generic, it will not support the team. If it is too complex, it will not be maintained.
The goal is to create a useful management tool, not a formal document that is completed once and forgotten.
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The contract overview provides a short summary of the most important contract information.
This section should make it easy for stakeholders to understand what the contract covers, who the supplier is, who owns the contract internally, when the contract starts and ends, and what the overall contract value is.
The short description of scope should focus on the practical purpose of the contract. It should explain what is being delivered, for whom, and why the contract matters to the organisation.
This section should also link to the key documents needed for contract management, including the contract, amendments, business case, risk assessments and governance model.
	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



[bookmark: _Toc231899521]Resources & Roles
This section defines the key roles involved in managing the contract.
It should clarify who is involved, what each role is responsible for, and how much time or capacity is expected from each role.
This is important because contract management often fails when responsibilities are unclear or when the contract manager is expected to manage everything alone.
The section should identify the Contract Owner, Contract Manager, Service or Operations representatives, Finance, Legal, Security, Compliance and Procurement support.
It should also capture key dependencies, such as support from technical teams, supplier managers, finance controllers or business stakeholders.
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	Role
	Name
	Responsibility
	Time Allocation

	Contract Owner
	
	
	

	Contract Manager
	
	
	

	Service / Operations
	
	
	

	Finance
	
	
	

	Legal
	
	
	

	Security / Compliance
	
	
	

	Procurement
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	Expected time commitment per role:
	

	Available support functions:
	

	Key dependencies:
	







[bookmark: _Toc231899524]Stakeholder Overview
The stakeholder overview identifies the people and groups who influence, use, manage or are affected by the contract.
Stakeholders should be mapped according to their role, interest and influence. This helps determine who should be involved in decisions, who should be consulted, and who only needs to be informed.
The section should also clarify decision makers, advisors and informed stakeholders.
A clear stakeholder overview helps avoid two common problems: involving too many people in every discussion, or forgetting important stakeholders until it is too late.
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	Stakeholder
	Role
	Interest
	Influence
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This section explains how responsibility and decision-making authority are distributed across the contract team.
It may include a simple description of who decides, who advises and who is informed, or it may refer to a full RACI.
The purpose is to ensure that important activities have a clear owner. This includes governance, performance management, financial follow-up, change control, risk management, security obligations, documentation and review activities.
A strong responsibility model reduces delays, confusion and duplicated work.
	Decision makers:
	

	Advisors:
	

	Informed stakeholders:
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Escalation paths define when and how issues should be raised to a higher level.
Internal escalation should explain who to contact when issues cannot be resolved within the contract team, when decisions require senior approval, or when risks exceed agreed thresholds.
Supplier escalation should identify the supplier contacts and escalation levels for operational, tactical and strategic issues.
This section is important because escalation should not depend on personal relationships or last-minute improvisation.
Good escalation is timely, proportionate and based on clear criteria.

	Internal Escalation 
(Who to escalate to, and when)

	



	Supplier Escalation 
(Contacts and escalation levels)
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The governance structure defines the meeting forums used to manage the contract.
Internal governance should cover how the organisation coordinates internally before engaging with the supplier. This may include internal coordination meetings, decision forums and obligation follow-up.
External governance should cover the supplier-facing forums, typically at strategic, tactical and operational level.
For each forum, the plan should define the purpose, frequency, participants and outputs.
A good governance structure ensures that the right topics are discussed at the right level. Operational forums should focus on delivery and issue resolution. Tactical forums should focus on scope, cost, performance, change and risk. Strategic forums should focus on value, outcomes, major risks and long-term direction.
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	Forum
	Purpose
	Frequency
	Participants
	Outputs

	Internal Coordination
	
	
	
	

	Decision Forum
	
	
	
	

	Obligation Follow-up
	
	
	
	



[bookmark: _Toc231899530]External Governance (Supplier)
	Forum Type
	Forum Name
	Purpose
	Frequency
	Participants
	Outputs

	Strategic
	
	
	
	
	

	Tactical
	
	
	
	
	

	Operational
	
	
	
	
	




[bookmark: _Toc231899531]Governance Inputs & Outputs
Governance inputs are the materials needed to make meetings useful.
These may include KPIs, SLA reports, dashboards, risk logs, financial reports, change logs, issue lists, security reports and proposed agenda items.
Governance outputs are the concrete results of the meeting.
These may include decisions, actions, escalations, approvals, updated logs, agreed changes or follow-up tasks.
This section helps ensure that governance meetings create movement and decisions, rather than simply becoming status updates.
	Inputs:
(KPIs, reports, dashboards, agendas)
	

	Outputs:
(Decisions, actions, escalations)
	



[bookmark: _Toc231899532]Reporting & Communication
This section defines how information about the contract will be communicated.
It should identify the key reports, reporting frequency, report owner and target audience.
It should also clarify which communication channels are used for different purposes. For example, a contract repository may be used for formal documents, email may be reserved for formal notices, and a ticketing system may be used for day-to-day operational matters.
Clear communication rules reduce the risk of missed notices, undocumented decisions and fragmented information.
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(List key performance indicators and service levels)
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	Report
	Frequency
	Owner
	Audience
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	Contract repository (e.g. Teams / SharePoint / CLM):
	

	Email (formal notices only):
	

	Ticketing system (day-to-day operations):
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Store the following:
· Contract and amendments
· Risk log
· Decisions
· Meeting minutes
· Reports

[bookmark: _Toc231899537]Contract Risk Management Plan
The risk management section defines how contract risks will be identified, owned, updated and escalated.
It should identify the risk log owner, update frequency, governance forum for risk review and criteria for escalation.
This section should also connect risk management to renewal strategy and exit planning.
Contract risks should not only be reviewed when something goes wrong. They should be monitored regularly so the organisation can act early.
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	Risk Log Owner:
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	Update frequency:

	

	Where risk is handled (e.g. governance forum):
	

	Escalation criteria:
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	Link to renewal strategy:
	

	Link to exit planning:
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The contract review plan defines how the contract will be reviewed over time.
The annual contract review should typically cover scope, SLAs, performance, pricing, cost, customer obligations, security, compliance, exit readiness and other relevant topics.
This review should assess whether the contract still supports the organisation’s needs and whether changes are required.
The output of the review may lead to contract changes, governance adjustments, updated risks, improvement actions or input to future sourcing.

[bookmark: _Toc231899542]Annual Contract Review
Review the following areas:
☐ Scope
☐ SLAs / performance
☐ Pricing / cost
☐ Customer obligations
☐ Security / compliance
☐ Exit readiness
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Business case tracking ensures that the contract is measured against the value it was intended to create.
This section should link to the original business case and explain how benefit realisation will be tracked.
The focus should not only be on whether the supplier is performing, but whether the organisation is actually receiving the expected outcomes.
	Link to business case:
	

	Benefit realization tracking method:
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	Contract changes:
	

	Governance adjustments:
	

	Input to future sourcing:
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The yearly wheel provides a planning overview of recurring contract management activities.
It should show key activities, frequency, owner, inputs and outputs.
Typical activities may include operational reviews, tactical meetings, risk and security reviews and strategic contract reviews.
The yearly wheel helps the contract team plan ahead, prepare the right inputs and avoid important activities being forgotten.
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	Activity
	Frequency
	Owner
	Inputs
	Outputs

	Operational Review
	Monthly
	
	
	

	Tactical Meeting
	Quarterly
	
	
	

	Risk & Security Review
	Half-yearly
	
	
	

	Strategic / Contract Review
	Annual
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	Internal preparation deadlines:
	

	Required data inputs:
	

	Pre-meeting alignment activities:
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The final alignment checklist confirms whether the contract management setup is ready to operate.
Before the plan is considered complete, roles and responsibilities should be clearly defined, governance should be agreed with the supplier, communication and reporting should be aligned, risk management should be operational, the review process should be defined, and the yearly wheel should be implemented.
This final check helps ensure that the plan is not just filled in, but actually ready to support the contract in practice.
☐ 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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