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1. Define Resources
Clarify ownership and capacity
☐ Identify Contract Owner
☐ Identify Contract Manager
☐ Define support roles (e.g. service, finance, legal, security, procurement)
☐ Estimate time allocation for each role
☐ Confirm available support and capacity

2. Map Key Stakeholders
Ensure the right people are involved
☐ Create a Stakeholder Overview
☐ Define roles and responsibilities (who decides, advises, is informed)
☐ Establish RACI matrix (if needed)
☐ Define internal escalation paths
☐ Define supplier escalation paths

3. Establish Governance Structure
Internal Governance
☐ Define internal coordination meetings
☐ Set up decision forums (changes, risks, finances, priorities)
☐ Plan internal follow-up on obligations
External Governance (Supplier)
☐ Define Strategic forums (e.g. Executive Steering Committee)
☐ Define Tactical forums (service, commercial, risk, change)
☐ Define Operational forums (incidents, invoicing, day-to-day issues)
Define Each Forum
☐ Define purpose
☐ Set meeting frequency
☐ Identify participants
☐ Specify inputs (agenda, reports, KPIs, dashboards)
☐ Define outputs (decisions, actions, escalations)

4. Set Up Reporting & Communication
Create clarity and consistency
☐ Define KPIs and SLAs to track
☐ Define reports and dashboards
☐ Agree on communication channels:
☐ Contract repository (Teams / SharePoint / CLM)
☐ Email for formal notices only
☐ Ticketing tools for daily operations
☐ Define single source of truth for:
☐ Contract and amendments
☐ Risk log
☐ Decisions
☐ Meeting minutes

5. Implement Contract Risk Management
Keep risks visible and actionable
☐ Assign owner of the Risk Log
☐ Define update frequency
☐ Include risk as a fixed governance agenda item
☐ Link risk management to renewal and exit strategy

6. Define Contract Review Plan
Move from reactive to proactive management
☐ Schedule Annual Contract Review:
☐ Scope
☐ SLAs
☐ Pricing
☐ Obligations
☐ Security
☐ Exit
☐ Link review to Business Case
☐ Track benefit realization
☐ Define how review outputs are used:
☐ Contract changes
☐ Governance adjustments
☐ Input to next sourcing cycle

7. Build the Yearly Wheel
Turn the plan into execution
☐ Plan Monthly operational reviews
☐ Plan Quarterly tactical/commercial meetings
☐ Plan Half-yearly risk & security reviews
☐ Plan Annual strategic & contract review
☐ Assign responsibilities (who prepares what)
☐ Define required inputs/data
☐ Set internal deadlines before supplier meetings

Final Check
☐ The plan is clear, practical, and usable day-to-day
☐ All roles and responsibilities are defined and accepted
☐ Governance is predictable and structured
☐ Risk, performance, and value are actively managed
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