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Contract Review
Toolkit 3: Contract Review Scope Options
This template is designed to help contracting authorities define the scope of a contract review. It provides a structured format for documenting the purpose, objectives, review perspective(s), review type(s), deliverables, timescales, roles and responsibilities, and any constraints or dependencies.
Contract details and initiator information
Contract details
Project name:
Contracting authority:
PFI Co name:
PFI Co shareholders:
Management services provider:
Main service provider:
Key subcontractors:
Other key stakeholders:
Services provided:
Key dates
Date of financial close
Date of construction completion
First date of operation
Contract expiry date
Contract duration (years)
Initiator information
Initiator name:
Initiator role:
Initiator contact information:


Purpose
State the purpose of the review. For example:
To review the payment mechanism provisions within the contract, including the structure of deductions and incentives, to ensure they are clearly understood, correctly implemented, and aligned with current operational practices.
To review the contract’s expiry provisions and lifecycle obligations to inform the authority’s handback strategy and ensure readiness for transition within the next 24 months.
To review the contract’s change control provisions and historical variations to assess whether all changes have been properly documented, priced and implemented in accordance with the contract, and to support preparation for a planned service reconfiguration.
Objectives
List the specific objectives of the review. For example (based on the first purpose above):
Identify and summarise the key clauses governing payment, deductions and performance adjustments.
Assess whether current operational practices align with the contract’s payment provisions.
Highlight any ambiguities or inconsistencies that may require clarification or adjustment.
Review perspective(s)
Identify the perspective(s) from which the review will be conducted.
For example: Legal, commercial, operational.
Review type(s)
Select the relevant review type(s) from the provided list.


	Review type
	Description
	Tick (✓)
	Notes/rationale for inclusion

	Contract foundations

	Baseline review
	Key dates, stakeholders, values and high-level contract data
	Mandatory
	Minimum data to support HMT data return

	Contract management plan review
	Information needed to populate or update the CMP
	
	

	Governance and reporting review
	Governance structures, reporting mechanisms, escalation routes
	
	

	Operational process review
	Contract processes such as variations, disputes and assurance.
	
	

	Performance and service delivery

	Contractual service review
	KPIs, SLAs, penalties and service standards
	
	

	Maintenance and lifecycle review
	Maintenance standards, PPM, lifecycle replacement
	
	

	Benchmarking/market testing review
	Specification relevance and pricing competitiveness
	
	

	Financial and commercial oversight

	Financial compliance review
	Payment mechanisms, value for money, dispute history
	
	

	Insurance sharing review
	Opportunities for financial recovery or reinvestment
	
	

	Contract variations review
	Change control procedures and financial implications
	
	

	Risk, compliance and legal assurance

	Risk management review
	Allocation of risks and risk register alignment
	
	

	Legislation and policy compliance review
	Alignment with current legislation and internal policy
	
	

	People and relationships

	Contract relationship review
	Working relationships, roles, communication protocols
	
	

	Disputes and issues resolution review
	Dispute resolution provisions and escalation procedures
	
	

	Transition and expiry

	Termination review
	Termination clauses and exit rights
	
	

	Expiry review
	Readiness for expiry, handback and continuity planning
	
	





Deliverables
Specify the expected deliverables of the review. Typical deliverables include:
Completed Toolkit 1: Base Data Collection summarising key contract facts and stakeholders.
Completed Toolkit 2: Clause Tracker capturing and organising relevant contractual provisions.
Gaps and Ambiguities Log identifying areas of uncertainty or inconsistency in the contract.
Review Summary Report outlining key findings, risks and recommendations
Inputs to the Contract Management Plan where applicable, to support planning and governance.
Presentation or briefing materials to support internal or external communication of findings.
Timescales
Outline the timescales for the review. For example: The review will be conducted over a period of four weeks, starting from [start date] to [end date].
Roles and responsibilities
Define the roles and responsibilities of the team members involved in the review. For example:
· Contract manager: Oversees the review process.
· Financial analyst: Conducts the financial compliance review.'
Constraints or dependencies
Identify any constraints or dependencies that may impact the review. For example:
Availability of key documents.
Coordination with external advisors.
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