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NSW Government procurement template

	Title
	Contract Management Plan

	Owner
	NSW Procurement, Capability & Governance[footnoteRef:2] [2:  mailto:buy.nsw@customerservice.nsw.gov.au?subject=Procurement%20template%20enquiry] 


	Location
	buy NSW



	This template provides a clear framework for managing the contract, ensuring compliance, performance, risk management, governance, and delivery of intended outcomes.
This document is a guide only. Any approach to market should be structured around the specific project objectives of the procurement.
If you’re buying on behalf of a NSW Government agency, you must check whether there’s an agency specific template you need to use.
User instructions and guide notes are provided to assist users in preparing this document, such as formulating text in accordance with their project; and retaining or deleting optional clauses as applicable. All user instructions and guide notes including this cover page should be deleted after they have been considered/completed. 
Contents page and page numbers may need to be updated.



Modification log
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	Version 
	1.0
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	Capability & Governance
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	New template applied

	Accessibility
	Checked
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Contract Management Plan	2
Contract Management Plan 


	<Instruction:
Ensure you save a copy before editing
Use this form to plan the management of the contract deliverables, payments and variations, and supplier performance
The contract management plan is to be drafted prior to obtaining contract award approvals
Refer to the RACI at the end of this document>



	Procurement reference number
	
	Date
	

	Procurement title
	

	Group
	Choose an item.	Division
	

	Name
	

	Position
	

	Email
	



	Summary

	Contract Objectives

	What is the objective of the contract?
	<state the overall objective of the contract that the KPI’s will relate to>

	Supplier name
	
	Contact details
	

	Contract manager
	<enter name here>
	<enter title here>

	Other personnel
	<enter name here>
	<enter title here>

	
	
	

	
	
	

	Supplier contract manager
	<enter name here>
	<enter title here>

	Other supplier personnel
	<enter name here>
	<enter title here>

	Spend category
	☐        Goods & Services
	☐        Professional Services

	
	☐        Marketing & Advertising
	☐        ICT

	
	☒        Construction
	☐       Other <specify>

	Cost savings
	<$ Identified Savings amount>
	<enter applicable financial years>

	TCorp reference number 
(if applicable for foreign currency)
	<enter TCorp ref number if known> note it is the contract owner’s responsibility to engage with TCorp 
	



	Contract Details

	Has the contract been uploaded to the agency repository?
	☐        Yes

	Total contract value
	$
Excluding GST & Including extensions
	Contract term
	<enter time period>

	Start date
	<enter date>
	End date
	<enter date>

	Extension options
	<e.g., 1 + 1 years>

	Variation
	<if applicable when it occurs, attach details of variations>

	Deliverables, milestones and payments
(if applicable)
	Task or deliverables
	Due date
	Associated payment

	
	
	
	

	
	
	
	

	
	
	
	

	Other
	<enter details here if payment does not fit into the above options eg. As required under the agreed rate card>

	Provide evidence for validation of identified savings
Note: The business is responsible for tracking and reporting of realised (actual) savings throughout the contract term.
	<Document evidence required to validate actual quantity/volume consumed i.e. invoices, SAP data>

<Enter frequency i.e. quarterly commencing month FYXX *Note quarterly is recommended to avoid EOFY delays >

	
	<Document evidence required to validate actual price paid i.e. invoices >
<Enter frequency/period i.e. one invoice per quarter throughout FYXX- FYXX>

	Performance management
	SMART KPI / SLA
	Frequency 
	Measured how?

	
	
	e.g., <monthly>
	<data, feedback meetings>

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Risks and mitigations
<copy from risk assessment template and update if necessary>
	Risk
	Mitigation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Meetings
	Frequency
	Type
	Location

	
	<e.g., yearly review>
	<e.g., strategic review>
	

	
	
	
	

	
	
	
	

	
	
	
	

	Supplier Performance Management
(delete where not applicable)
	Measure
	Target
	Frequency

	
	Work, health & safety (WHS) outcomes 
	
	

	
	NSW Gov SME reporting compliance 
	
	

	
	NSW Gov Regional reporting compliance 
	
	

	
	NSW Gov Aboriginal Procurement reporting compliance 
	
	

	
	Modern slavery reporting compliance 
	
	

	
	Environmental outcomes 
	
	

	
	Other specific KPI’s built into individual agreement 
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Supplier Code of Conduct compliance check 
(for contract term >1 year)
	Supplier Code of Conduct checks are to be completed by the contract owner on an annual basis for any contracts running for more than 1 year and above $250,000 (ex. GST).  
Are Supplier Code of Conduct checks applicable to this contract? Choose an item.

	
	Timing
	Email sent
	Response received and saved

	
	End of year 1
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	
	End of year 2
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	
	End of year 3
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	
	End of year 4
	☐ Yes   ☐ No
	☐ Yes   ☐ No



	Checklist
	Yes / No
	Actions / Comments

	Is the scope and schedule of deliverables and payment milestones understood and agreed by both parties?
	☐ Yes   ☐ No
	

	Has there been any changes identified to the risks since the initial risk assessment?
	☐ Yes   ☐ No
	

	Has the frequency of meetings and reporting requirements been confirmed?
	☐ Yes   ☐ No
	

	Have governance structures and performance monitoring SLAs / KPIs been defined and agreed?
	☐ Yes   ☐ No
	

	Are any provisions in the contract to incentivise continuous improvement?
	☐ Yes   ☐ No
	

	Do both parties understand procedures for contract extensions/variations?
	☐ Yes   ☐ No
	

	Are procedures in place for issue escalation and dispute resolution in case of disagreement?
	☐ Yes   ☐ No
	

	Are procedures in place and understood for managing contract expiry and transition management?
	 ☐ Yes   ☐ No
	



	Next Steps

	Submit Contract Management Plan with Briefing Note to award
	  ☐

	Briefing Note approval received
	  ☐ 

	Execute contract
	  ☐

	Upload contract to the Central Contracts Register
	  ☐ 

	Create Purchase Requisition 
	  ☐

	Retain full documentation and records to demonstrate due process and fair dealing
	  ☐





RACI
Roles and responsibilities associated with this contract are set out in the RACI table below. Note that this RACI relates to the establishment and management of the contract. 
<Update as required>
	Activity
	Sourcing Lead
	Contract Owner
	Contract Manager
	Supplier
	Buyer

	Contract Handover
	R/A
	I
	C
	I
	

	Confirm contract management roles
	
	A
	R
	
	I

	Develop Contract Management Plan
	R
	I
	A
	C
	C

	Set up information management structure
	
	I
	R/A
	
	

	Conduct kick-off meeting
	C
	C
	R/A
	C
	C

	Manage Supplier Performance
	
	I
	R/A
	C
	C

	Coordinate Governance Meetings / Committees
	
	I
	R/A
	C
	

	Attend Governance Meetings / Committees
	
	R
	R/A
	R
	

	Monitor & Track Benefit Realisation
	I
	I
	R/A
	C
	

	Manage Complaints
	
	A
	R
	C
	C

	Manage contract extension, renewal or variation
	C
	A
	R
	C
	C

	Final performance review
	
	A
	R
	C
	C

	Lessons learned
	I
	C
	R/A
	C
	C

	Contract close-out
	I
	A
	R
	I
	I


R – Responsible        A – Accountable        C – Consulted        I – Informed
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