
Contract Management Toolkit 

A comprehensive Contract Management Toolkit has been developed for commissioners/contract managers to ensure that contract management of awarded contracts is carried out in a consistent and thorough way. 
This includes the requirement for contract managers to assess initial and ongoing risk in a contract, which should form part of regular contract management/performance meetings with suppliers. The risk register 
should be kept up to date by contract managers and any concerns reported through their management structures. The toolkit is available on the Council intranet and contract managers are expected to use the 
guidance and tools provided. 

Contract Management throughout the Commissioning Cycle  

 

1         Pre- Procurement Stage 
AND 

Procurement Stage 
 

Preparations for procurement and 
tasks during procurement which 

require contract manager involvement 
 

Pre-
Procurement 

Activities 

Procurement 
Process 

2   Mobilisation &  Implementation 
What contract managers need to do 

between contract award and contract 
start date 

3     Operations and Administration (inc. governance) 
Guidance and tools to support business as usual inc. 

governance and managing supplier meetings 
 

4          Performance & Quality Management 
Guidance and tools to assist with tracking 

performance, remedying and escalating poor 
performance and ensuring suppliers maintain an 

acceptable level of quality 

5               Financial Processes & Controls 
Guidance and tools to enable contract managers to 
ensure financial processes are followed and budgets 

are managed  

6          Risk Management & Contingency Planning 
Guidance and tools to monitor and manage risk within 
a contract and ensure contingency plans are in place 

7        Value for Money & Continuous Improvement 
Guidance and tools to ensure contracts provide VFM 

and are continually improving their delivery of 
services/goods through innovation and good practice 

8           Supplier Relationship Management 
Guidance and tools to support contract managers to 
build and manage their relationships with suppliers 

9    Contract Milestones & Action Points (e.g 
       anniversary/extension/exception/variation) 

Guidance and tools to assist with managing critical 
points throughout the life of the contract where 

negotiation and/or changes may occur 
 

10   Exit  
        Management 
        and Termination 
 

Guidance and tools 
around termination 

of a contract and 
ensuring a managed 

exit from the 
contract 

Future 
Commissioning 

Decisions (which 
may include 

procurement) 

These functions do not form part of this 
guidance – please see “Procurement 

Toolkit” for further information 

 

CONTRACT AWARDED 


