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Contract Management Plan
Toolkit 3: Contract Calendar Template
The contract calendar is a practical tool that helps contract managers plan and track time-based obligations under the PFI contract. It converts selected entries from the Obligations Matrix (Toolkit 2) into a structured, date-based format that supports:
Forward planning of key activities and reviews.
Governance scheduling (e.g. meetings, reporting cycles).
[bookmark: _Int_0QEOrQNs]Continuity and handover (e.g. onboarding new staff).
Expiry preparation (e.g. lifecycle reviews, handback milestones).
It is particularly useful for ensuring that recurring and one-off obligations are not missed and that the contract is managed proactively.
⚙️ How to build it
The contract calendar should be populated using the time-based obligations identified in the Obligations Matrix (Toolkit 2). These may include:
Monthly or quarterly reporting.
Annual insurance renewals.
Benchmarking or market testing cycles.
Lifecycle plan reviews.
Expiry planning milestones.
Statutory compliance checks.
Contractual review points (e.g. variations, refinancing).
Where possible, the contract calendar should be maintained in a shared digital format (or in a contract management system) to enable alerts, reminders and team-wide visibility.
A suggested format is provided in the accompanying template and can be adapted to suit your project’s needs. The text is illustrative and should be deleted before use.


	Task
	Frequency
	Responsible
	CMP section
	Notes
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Governance

	Liaison meeting (working day 15)
	Monthly
	Contracting authority
	Governance
	Standard agenda and action log
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Quarterly performance review
	Quarterly
	Contracting authority
	Governance
	Escalations & improvement plan check
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	Performance reporting and unitary payment

	PFI Co submits monthly report (working day 5)
	Monthly
	PFI Co
	Performance management
	Align with payment mechanism; validate MI
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Monthly performance review meeting (working day 10)
	Monthly
	PFI Co
	Performance management
	CA to raise and discuss queries with PFI Co and service provider
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Accept or dispute monthly report (working day 15)
	Monthly
	Contracting authority
	Performance management
	Only dispute areas of disagreement. Refer to CMP for how to do this
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Approve and pay unitary payment (Invoice + 10 working days)
	Monthly
	Contracting authority
	Financial management
	Check deductions, indexations and other calculations
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Asset management

	Annual maintenance plan submission
	Annual
	PFI Co
	Asset and environmental management
	To be issued by 31 Jan each year (Schedule 25)
	X
	
	
	
	
	
	
	
	
	
	
	

	Annual maintenance plans approvals
	Annual
	Contracting authority
	Asset and environmental management
	To be approved or rejected within 15 working days
	
	X
	
	
	
	
	
	
	
	
	
	

	Draft lifecycle plan (1 & 5yr) submission
	Annual
	PFI Co
	Asset and environmental management
	To be issued by 31 Jan each year (Schedule 25)
	X
	
	
	
	
	
	
	
	
	
	
	

	Lifecycle plan approval
	Annual
	Contracting authority
	Asset and environmental management
	To be approved or rejected within 15 working days
	
	X
	
	
	
	
	
	
	
	
	
	

	Other

	Insurance renewal
	Annual
	Contracting authority
	Insurance
	Public liability, business interruptions and buildings insurance
	
	
	
	X
	
	
	
	
	
	
	
	

	Benchmarking
	5-yearly
	PFI Co
	BM/MT & VFM
	Due date – needs commencing 18 months in advance
	
	
	
	
	
	
	X
	
	
	
	
	

	Market testing
	5-yearly
	PFI Co
	BM/MT & VFM
	Due date – needs commencing 18 months in advance
	
	
	
	
	
	
	
	
	X
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