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Contract Management Plan Template

What is Contract Management Plan Template?

A Contract Management Plan (CMP) template is a comprehensive document that outlines the
process and procedures for managing contracts from initiation to completion. It provides a
structured approach to ensuring effective contract management, which is critical in today's
business environment where contracts play a vital role in governing relationships between
organizations.

A typical CMP template typically includes the following components:

1. Contract Management Objectives: Clearly define the goals and objectives of the
contract management process, including ensuring compliance with organizational
policies and procedures.

2. Contract Types and Categorization: Identify the different types of contracts (e.qg.,
procurement, services, licensing) and categorize them based on their complexity, value,
or risk level.

3. Pre-Award Activities: Outline the pre-award activities, including:

o Request for Proposal (RFP) development
o Vendor selection and evaluation
o Contract negotiation and drafting

4. Award and Execution: Detail the steps involved in awarding and executing a contract,
including:

o Contract signing and execution
o Payment terms and invoicing
5. Contract Administration: Describe the ongoing administration of the contract,
including:
o Performance monitoring and reporting
o Compliance with contractual obligations
o Change management and amendment procedures

6. Risk Management: Identify potential risks associated with the contract and outline
mitigation strategies.

7. Communication Plan: Develop a plan for effective communication between
stakeholders, including vendors, internal teams, and external parties.

8. Contract Close-Out: Outline the process for closing out the contract, including:

o Final payment and invoicing
o Contract termination or renewal

9. Lessons Learned and Continuous Improvement: Encourage lessons learned and

continuous improvement by documenting key takeaways and best practices.

Benefits of a CMP Template:

1. Improved Contract Management: A structured approach to managing contracts
ensures that all stakeholders are aware of their roles and responsibilities.

2. Enhanced Compliance: The template helps ensure compliance with organizational
policies, procedures, and regulatory requirements.

3. Better Communication: Effective communication is promoted through the template,
reducing misunderstandings and miscommunications.
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By using a CMP template, organizations can ensure that their contract management processes

Risk Mitigation: The risk management section helps identify potential risks and develop
mitigation strategies to minimize their impact.

. Increased Efficiency: A standardized process for managing contracts streamlines the
contract lifecycle, reducing administrative burdens and improving overall efficiency.

are robust, efficient, and effective, ultimately leading to stronger relationships with vendors,
improved project outcomes, and enhanced business performance.

contract, administration, cmplanning, procurement, services, licensing, risk, management,
communication, plan, lessons, learned, acmpliance, efficiency

Contract Management Plan

Contract Overview

Contract Title: Contract Number: Contract Type: Contract Value: Start Date:
End Date: Contracting Parties:

Objectives and Scope

Purpose of the Contract: Scope of Work: Key Deliverables:

Roles and Responsibilities

Party: Role: Responsibilities: Contact Information:

Performance Monitoring

Key Performance Indicators (KPIs): Monitoring Frequency: Reporting
Procedure:

Risk Management

Potential Risks: Mitigation Strategies: Contingency Plans:

Change Control

Change Request Process: Approval Authorities: Documentation Requirements:

Communication Plan

Communication Requirements: Stakeholder Engagement: Frequency and
Methods:
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Payment Schedule

Milestone: Payment Amount: Due Date:

Legal and Compliance

Applicable Laws: Compliance Requirements: Audit Procedures:

Contract Closure

Completion Criteria: Final Acceptance Procedure: Post-Contract Review:

Document Management

Document Storage: Access Rights: Retention Policy:

Approval

Approved By: Date of Approval: Signature:

Notes

Additional notes or comments related to the contract management.

Export as PDF

Related:

¢ Project management

External links:

* Free Contract Management Templates | Smartsheet —smartsheet.com
o Find tips and download free contract management templates in Microsoft Excel
and Word, Google Sheets and Docs, and Adobe PDF formats.
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