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BEHEEEAE

Governance / enabling environment

Most of the t time

Never
Seldom
Sometimes
Always
N/A

1. Organization provides clear vision and strategy for the post-award management
of contracts.

2. Post-award contract management activities have adequate financial and human
resources.

3. Post-award related policies, procedures and rules are systematically reviewed
and improved.

4. Contract management policies, procedures, and rules are mandatory but
differentiated based on contract size, complexity and value.

5. Personnel managing contracts are well versed in applicable contract
management policies, procedures and rules.

6. There is compliance with applicable policies, procedures and rules by all
personnel involved in the post-award contract phase.

7. Contract management roles, responsibilities and accountabilities, for all
involved personnel and all decision making processes are clearly defined before or
at the beginning of the post-award phase.

8. Delegation of authority to manage contracts during the post-award phase is
given to persons in writing.

9. Contract management delegation of authority is given only to persons who have
the skills to exercise such authority (considering size, complexity, and value of the
contract).

10. Depending on the value, size or complexity of contracts, the organization uses
an integrated team approach to managing contracts, consisting of multifunctional
teams (procurement, contract management, legal, finance, etc.).

11. Persons managing contracts are held accountable for adhering to contract
management policies, procedures and rules.

12. Code of ethics guidelines related to procurement are systematically distributed
to all staff managing contracts.

13. Persons managing contracts submit declaration of independence statement at
the beginning of the post-award phase (e.g. conflict of interest etc.).
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14. There is adequate support to contract managers and/or requisitioners by other
offices in the organization (procurement, legal, finance, etc.).

15. Contract management policies, regulations and rules apply equally to
subcontractors of the primary contractor.

16. In large or complex contracts, Contract Management Committees are
established for the duration of post-award contract management.

17. Organization participates actively in harmonization/collaboration activities
related to contract management policies, rules and procedures among UN entities.

18. When a contract, such as an LTA, is used by a cluster of organizations
formalized roles and responsibilities exist for the parties managing the various
aspects of the contract (amendments, performance, etc.).

19. Upon awarding a contract, the organization conducts a post-award conference
with the contractor to discuss communication levels and processes (e.g. formal and
informal meetings, contract schedules and change control, performance monitoring
procedures, etc.)

20. Relationships between organization and contractor are managed in a
professional manner based on cooperation and mutual understanding.

[<5]
Risk management E
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1. There is a risk management plan in place for the post award activities that
includes a risk mitigation plan.
2. Contract risk is assessed frequently over the life-cycle of the contract.
3. There is clear designation of responsibility for implementing/actioning any
necessary risk mitigation treatment.
4. Contract risk assessments and/or plans specifically address contractor fraud
risks and mitigation.
5. Contractors are involved in identifying contract risks.
6. Contract management related risks are quantified and expressed in financial
terms.
[«5)
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1. An evaluation of the overall performance of a contract is conducted, and is fed
back into the procurement system and management process.
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2. Evaluation includes self-evaluation of the organizational entity (person or team)
managing the contract.

3. The level of contract performance monitoring and control is decided based on
the size, complexity, value of a contract and applicable risk assessments.

4. Clear, measurable and relevant performance indicators (KPIs) are developed for
complex/large value contracts (as part of the contract document or as part of a
post-award contract management plan).

5. KPlIs are systematically monitored.

6. Reports on the performance of individual contracts (spot checks, progress
reports, variance analysis, etc.) are systematically submitted up the management
chain.

7. Corrective action is immediately taken when variance between actual and
expected performance is detected.

8. Contract performance and/or exception reports that include explanation on cost
overruns are included in the reporting chain.

9. Contract performance reports (periodic and final) are submitted in a timely
manner.

10. A contractor’s underperformance is systematically dealt with (e.g. withholding
payment, involvement of senior management of both parties, termination, etc.).

11. A contractor performance evaluation is mandatory for all contracts valued
above a pre-determined amount (threshold).

12. Contractor performance evaluation reports are prepared based on a standard
performance rating system.

13. Contractor evaluation reports are recorded in a central database.

14. The organization measures and reports on end-user satisfaction levels.

15. Senior management actively monitors performance of contracts.

16. The organization provides relevant evaluation information to the contractor
and seeks feedback.

Change management

Never

Seldom

Sometimes

Most of the t time

Always

N/A

1. Change control clauses and administrative procedures are in the contract and
define how changes should be managed throughout the contract life-cycle.

2. Designation of persons with authority for contract change negotiations and
modifications (changes on schedule, price, performance, quality etc.) is clearly
established for all contracts.
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3. Persons with such authority are identified by the organization before or
immediately after contract award.

4. Such authority is given to persons who have the capacity and skill to exercise it.

5. Contract changes that cause an increase in funds are not executed without a
certification of availability of funds.

6. Standard templates exist for processing change requests and contract
modifications.

7. Contract time extensions are negotiated / agreed before the expiration date of
the contract.

8. Justification of time or cost increases of contracts is documented.

9. The role of Contract Review Committees in contract modifications is clearly
defined.

10. Contract Review Committee members have expertise and knowledge in
contract management.

11. An analysis of contract modifications and associate costs is prepared on an
aggregate basis and submitted periodically to senior management.

12. Change Control Boards are established for large/complex contracts to control
contract delays and cost overruns.

[<5]
Financial g
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1. All necessary authorizations and approvals are obtained prior to making
payments.
2. Payments are linked to performance of contracts.
3. Penalties (withholding of payments etc.) are invoked for underperformance.
4. Timely acknowledgment of receipt of goods and services is provided allowing
financial units to process payments on time and/or take advantage of discounts.
5. Appropriate segregation of duties is maintained throughout the payment
process.
6. Receipt of goods and services are certified and recorded at all instances by
designated/authorized officials prior to payment.
7. Accounting/financial personnel query discrepancies systematically between
documents of services/goods received and vendors’ invoice(s).
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8. When contract price adjustments are allowed, pricing arrangements are
regularly reviewed and updated.

9. The organization measures its own cost of managing contracts.

10. The organization maintains a record and reports to management cases of delays
in payments and causes of delay.

Dispute management and resolution

Most of the t time

Never
Seldom
Sometimes
Always
N/A

1. Contracts include clear dispute resolution procedures that provide for an
efficient and fair process to resolve disputes during the performance of a contract.

2. Efforts are made to resolve disputes through negotiation or mediation.

3. Organization is capable and prepared to resort to arbitration when other dispute
resolution procedures are exhausted.

4. Organization provides adequate legal support for dispute resolution cases.

5. Outstanding claims are settled expeditiously.

6. Processes to terminate contracts due to cause or default are in place and in use.

7. Clear policies and procedures are in place to debar/ delist contractors (including
guidance on causes for debarment).

8. Debarred/ delisted contractors are inserted in a central database.

9. If a database of debarred/ delisted contractors exists, it is constantly updated.

Contract close-out and lessons learned

Most of the t time

Never
Seldom
Sometimes
Always
N/A

1. There is a well-documented process for contract completion and close-out,
including checklists, to verify that all contractual obligations have been fulfilled.

2. Contract close-out process includes verification of final delivery, preparation of
final contract performance reports, financial settlements, and record of any
residual obligations.
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3. Contract close-out activities are performed with input by the end users.

4. Contract close-out is performed with input by other key areas (legal, finance
etc.).

5. Financial securities are liquidated (release of bid bonds, performance bonds,
advance payment bonds, etc.) immediately after they become moot.

6. Warranty periods are judiciously observed.

7. There are processes in place for storage, handling and disposal of contract files.

8. Upon completion of contracts, security passes and/or access to UN premises by
contractor staff are promptly terminated.

9. The organization documents lessons learned and best practices in order to
continuously improve its management of procurement and contract management
processes.

10. Lessons learned and best practices are inserted in a central database for use in
subsequent contracts.

11. The organization exchanges lessons learned and best practices with other
United Nations system organizations.

Information systems

Never

Seldom

Sometimes

Most of the t time

Always

N/A

1. The organization uses automation systems and procedures for collecting and
monitoring contract management statistics.

2. Degree of automation of post award management activities is based on a
cost/benefit analysis.

3. Contract management functionalities are automated for complex, high risk
and/or high value contracts/projects (e.g. automated approvals, workflows,
performance monitoring, etc.).

4. Contract management functionality is integrated with other systems or
sub-systems (ERP, project management, dashboards, finance, etc.).

5. Online 'Dashboards' or other online means are provided to senior managers
and/or other stakeholders to observe the status of contract management activities.

6. The integrity of automation data is safeguarded.
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1. Persons managing contracts have the level of knowledge, skill, and experience
commensurate with their contracting responsibility (based on contract type, value,
size, complexity).
2. Opportunities exist for professionalization of persons managing contracts and
for obtaining recognized qualifications.
3. Personnel managing contracts are encouraged to obtain relevant professional
certifications (e.g. CIPS, NIGP, EIPM or other).
4. A robust induction and training programme exists for addressing post-award
contract management and it is provided on an ongoing basis to new and existing
personnel managing contracts.
5. The organization makes concerted efforts to develop and retain contract
management expertise.
6. Based on contract complexity and need for specialized expertise, access to such
expertise is pre-arranged at the outset of contracts.
7. Quality control standards are disseminated and used to evaluate performance of
staff managing contracts and to address capacity development needs.
8. Annual performance evaluations of staff involved in managing contracts include
assessment of their performance as contract managers.
9. Contractors/vendors are trained / briefed on the organization's rules, regulations,
procedures and the expectations under the terms of the contract.
(5]
Assurance systems and control g
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1. There is a robust regime in auditing contractors and related contract activities.
2. Risk based audits and performance evaluations of contract management
activities are systematically conducted by the organization's oversight bodies
(internal and/or external).
3. Contract change control and management processes are an integral part of the
standard audit procedures.
4. Auditors are sufficiently knowledgeable about contract management
requirements and systems.
5. There is timely action and compliance on contract management findings and
recommendations made by audit and evaluation bodies.
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6. Reviews (by panels of internal and/or external knowledgeable persons) of
contract management activities are systematically conducted in the field and at
headquarters.

7. At the start of managing a contract all stakeholders are briefed of existing
mechanisms for reporting fraudulent, corrupt, unethical, collusive, coercive or
obstructive behaviour.

8. The contract documents require contractors to report instances of fraud or
presumptive fraud observed during the execution of contracts.

9. Provisions are fully enforced when addressing contract corruption, fraud,
conflict of interest, and unethical behaviour.

10. Proactive fraud risk management systems are in place to address contract
fraud.

11. Personnel involved in managing contracts have the skills to detect fraud.

12. A vendor sanctions mechanism is activated when required.

What are the major strengths of your organization's post-award contract management process?

Open-Ended Responses

What are the major weaknesses of your organization's post-award contract management process?

Open-Ended Responses

16-00275 (C)
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Mifr— (E=FR)
(English Only)

BETHRBREEEIER

The responses below originate from the open-ended questions of the CM-PAM survey ( “What are the major
weaknesses of your organization's post-award contract management process? ” ). When necessary, responses
were edited for spelling and language errors and to retain anonymity.

General statements

- [...] Contract management is a huge afterthought while procurement itself gets a lot of attention. Systems are lacking in
S0 many areas - evaluation, remedies, automation, etc. The low level of sophistication on contract management is very
worrisome to me

- Not paying enough attention to the subject in question, contracts are not managed after being signed |[...]

- Contract management portion of the procurement cycle at the contract level is sometimes underplayed. More relevance
is giving to the initial states of the procurement cycle (tendering, sourcing, awarding)

- Post-award contract management is not given due importance in my organization |[...]

- There is no systematic approach towards contract management. Most of the time contract management phase is not
taken into consideration at the time of tender package preparation

- Due to the workload, normally post-award contract management is not a priority to all staff

Contract-management-related policies and procedures

Lack of policies and procedures
- There is not yet a written policy on contract management in this organization. No guidance is available to field staff on
contract management |...]

- The first major weakness will be that there are not enough well defined rules and procedures for the post award contract
management [ ...]

- My organization does not have an official policy on contract management. At present Procurement and the management
are working on it [...]

- Major weaknesses are many among them: There is no standard procedure for contracts management. Each mission
performs based on their ability; in some areas they have no knowledge of what is required [ ...]

- Contract Management Policy is currently under review and should be re-issued within 2-3 months by the HQ of my
organization. This should give clear guidelines on the roles and responsibilities of Contract Management personnel
worldwide, not only during the post-award phase but also pre-award, as these functions are increasingly considered as
cross-cutting. Currently there are some grey areas and among the many missions;  differing views and methodology
are practiced [...]

- The organization does not recognize post award contract management as a must. The procurement model of this
organization is solely based on rules compliance: a successful contract is therefore a contract awarded by the relevant
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contracts committee. Post award contract management is left at the discretion of each business unit without corporate
support #119)

Lack of compliance with / knowledge of rules and regulations

- Some of the processes and procedures followed by the procurement division are not well known. In answering some of
these questions | have put N/A when, in fact, | just do not know the answer. It may be that our procurement division has
some of the processes etc. in place but that this is not widely known

- Only a few months ago written contract management guidelines have been developed and published, therefore there
was no consistency on way of managing contracts [...]

Contract-management structures, roles and responsibilities

Ambiguous / unclear roles and responsibilities and accountability
- There is no use of a personal responsibility policy as stated in the administrative manual, this should be improved

- Decentralized procurement of services to the requisitioners, who are not procurement experts and have conflict of
interest [...]

- The majority of the responsibility is shifted to the Project manager, even for the issues beyond his control

- The program staff managing the contract is mostly unaware of the procurement rules and regulations. Hence, they are
dependent on the person dealing with procurement. In our case the Administrative and Finance Officer is being the
responsible and accountable person for procurement of goods and services

- The deciding senior managers do not understand the importance of proper contracts management
- There are virtually no pre-defined roles, responsibilities, qualifications of contract management officer [...]
- Lack of clarity in some instances on who should do the contract management [...]

- The Procurement Bureau is rarely informed in a timely manner when performance issues arise (Procurement is often
notified when it is too late to resolve the problem [...]

- Staff working in this area is also responsible for multiple other areas;  allowing limited time to focus on post-award
contract management

- Absence of clear functions and accountability of contract managers; absence of directives to senior management on the
function of contract management; different structures of contract management units in different missions with different
reporting lines for contract managers;  Different tasking of contract managers in different missions; Unclear
distinction between the operational contract management function with the function of contract managers; Lack of
centralized direction on the different accountabilities of stakeholders in the contract management function; Inadequate
representation of contract management function at HQs level [ ...]

- Senior Management should emphasized the role and responsibilities of the contract managers and raise awareness that
Managers are accountable for poor monitoring of the contracts

- We are not strong in contract management for services. | think it is not a lack of expertise, but rather a lack of a good
contract management system and human resources to devote to it [...]. The lines of responsibility are blurred in this
case
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There needs to be a team consisting of the contract manager/end user and the contracting section doing the contract
management together. This cannot be left only to the contract manager or the end user [...]

Some Requisitioners have very poor or non-existent knowledge for the procurement rules and regulations and little
diligence is used when managing contracts. There is little level of coordination between units, requisitioner,
procurement, finance with management

My organization does not have a stand-alone contracts management mechanism. In addition, due to decentralization of
procurement authorities to personnel in substantive offices, procurement and contract management functions are in
many instances performed by staff who do not have the required understanding, knowledge and skills

Formal contract-management designation

Taking in consideration that during the assessment | have noticed few things that are not applicable in our office like
written delegation to staff[...]

There is no delegation [...]

Lack of the appropriate level of delegation with the expected level of accountability to enable proper monitoring of
contracts

Professional contract-management units

There needs to be a recognition of contract management as a higher profile of procurement activity compared to
transactional procurement. Job level wise, contract managers are at the same levels as buyers working on transactional
procurement, which doesn't match the different level of risk and responsibilities the two profiles have to carry;  further
it prevent from building a strategic career path from managing transactional procurement to contracts

Our Mission did not have a Contract Management Unit or Focal Point at all and it was identified as a weak point of the
Mission. This is why the Mission just started to develop Contract Management System and it is only two months ago
that the Mission designated the Focal Point for the Contract Management

Underrating the importance of Contracts Management functions and the erroneous believe that the requisitioners can
manage contracts irrespective of the nature and value of the contracts

This has not been given enough attention. The people managing this part of contract are not adequately skilled for
contracts. they are usually well oriented professionals who manages the contracts as a small segment of executing their
duties

Human resources and capacity-building

Career advancement / career paths / staff retention

Staff turnover: procurement staff are in demand, easily get other jobs. No recognition of the work carried out by
procurement staff: procurement staff are prone to leave procurement to find more gratifying jobs in other departments.
Lack of carrier path for procurement staff working for the UN

Give more opportunities to staff managing contracts with recognized qualifications
Lack of expertise, skill and capacity of personnel charged with contract management Inflexible staff rules which make

it difficult to fire incompetent staff members [...] Lack of training within the Organization. Lack of promotion by merit
of personnel which has a demoralizing impact on staff managing contracts
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- Insufficient provider knowledge on the efficient management of contracts. Low capacity of the Office to maintain in the
long term qualified personnel in efficient management of contracts

Lack of experience / knowledge
- Not many staff have been exposed to managing of contracts especially for construction works
- CIPS training has theoretical aspects but no experience sharing or best practices are available [...]

- Persons managing contracts do not have proficiency level of knowledge, skill, and experience commensurate with their
contracting responsibility (based on contract type, value, size, complexity) [...]

- The lack of knowledge and awareness of the importance of proper contract management for the successful
implementation of programs and projects

- Lack of professionalism by individuals, lack of knowledge by individuals in contract management and technical areas
no time to manage the job [...]

- Very often personnel responsible for contract management are not qualified/suitable for the task
- The weakness arises in areas procuring items outside the mainstream supply/goods, where there is limited availability of
procurement and contracting expertise and this is spread thinly to support those undertaking procurement, who are

technical experts in areas other than supply/procurement/contracting

- Inmost locations, the requisitioner is left to manage the award post contract award. These people are typically not
skilled contract managers while being the experts in the requirements [...]

Limited human and financial resources

- There is no capacity within the organization to dedicate skilled staff, Supply Officer function covers zillion topics
coverage of which is unrealistic and not achievable, poor and non-adequate staffing represent major risk to the
Organization

- Scarcity of personnel result in a small pool of qualified personnel

- Lack of professional staff at the field office to manage and perform post-award contract management and also to
enhance local staff capacity and knowledge [...]

- Lack of resources and specialized expertise in contract management and related topics (i.e. project management
skills/operational)

- Allocated resources are often insufficient [...]. Staff responsible for contract management does not always have the
required experience and qualifications [...]

- Limited resources focused on post-award contract management [...]

- The major weaknesses of our organization's post-award contract management process are: human capital and
capacity-building [...]
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Training/capacity-building

Lack of training

Certifications / CIPS

Performance evaluation

Right people are not on right place and also lack of training and development opportunities

Inadequate training of staff on related processes

No time to "manage" contracts due to lack of resources, lack of training on how to manage contracts

There is no systematic education of staff in post-award contract management

There should be a general training regarding the Organizations' contract and risk management. Also at the beginning of
the appointment, the field officer should be informed about the focal point in HQ in order to be able to get guidance on
any issue related to contractual matters

Training of contract committee members and field staff managing contracts

No training for staff handling complex contracts;  No training for contractor after award to enhance their contractual
understanding and obligations;  No training on risk management;  Lack of training in arbitration mechanisms

There is no proper plan to train staff involved in contract management process

Contract owners should be additionally trained and also up-to-date trainings should be organized so they better acquire
culture of risk and contract management processes - in case of lack of control in approving the deliveries or requesting
final payment even if not really satisfactory (not speaking of fraud)

Training of contracts staff Performance evaluation tools need to be made more simpler, accurate and relevant to
indicators they are measuring.

Training required: An introduction of training programme for addressing post-award contract management issues and it
is to be provided on an ongoing basis to new and existing personnel managing contracts. Training on quality
management systems and standards can be introduced either via online or in person to address capacity development
requirements within the organization. Efforts should be made for enhancing/ updating knowledge of persons managing
contracts have the level of knowledge, skill, and experience commensurate with their contracting responsibility [...]

Lack of mandatory certification for contracts management
While procurement officers are better trained todays than in the past (CIPS online certifications etc.), contract

management as activity that bridges the gap between programme staff and operations staff is not yet considered
holistically as a key issue and it is still dealt at piece meal. Training is not provided [...]

The major weaknesses are (a) lack of self-assessment when conducting performance evaluation [...]

There is a need for standardization, including the performance evaluation procedures

There are no consequences to poor performance for staff especially at senior level
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Risk management

There is no differentiation of the contract values in terms of the application of the rules and knowledge of the staff in
managing large projects

It appeared from my limited experience that the following weaknesses have been hindering tender processes and
causing repetitive bad decisions: 1. No serious risk management plans [...]

Lack of proactive risk assessment before the award and post award management

General weakness in risk mitigation procedure that provides safeguards for successful implementation/ execution for
the contract's objectives/ or usually a premature module for risk management is followed [...]

Risk management is still not in the culture of staff
We still need to grow more on early detection and risk management (mitigation, eradication, etc.)

Timely availability of risk management plan for the post award activities is sometimes poses a challenge for the
Organization [...]

Performance monitoring, evaluation and reporting

Key performance indicators (KPIs)

Contract performance monitoring

The person who is managing the contract or administering the contract have less ideas regarding the subject or don’t put
sufficient time to monitor the contract performance

The major weaknesses of our organization's post-award contract management process are Performance Monitoring,
Evaluation and Reporting

There is no integrated and robust system to monitor organization's post-award contract management process
Post-award contract management is ad-hoc and inconsistent currently;  there is no template for a structured CM
approach;  skills of staff unknown; Performance meetings and KPI monitoring frequency are unknown; no
collaboration with any key stakeholders for high risk/high dollar contracts. There are many opportunities to improve
contract management and oversight functions here

Rarely KPI and SLA are developed and agreed with vendors. Internal client do not have knowledge of contract
management. No performance report are drafted before extending a contract nor a balance of lessons learned is done

KPIs and LSAs are still not developed systematically
KPIs are rarely used and end-users are rarely asked to submit their feedback on received services

Absence of disseminated/streamlined processes for contract management beyond vendor performance evaluation
against established KPIs [...]

General weakness in defining accurate KPIs and measuring effective performance to KPIs which results in defining
exact level of effort/ output and hence proper linkage to payment
Monitoring the competitive terms of Service Level Agreement Compliance;  Timely contract close-out, extension or

renewal are weaknesses

The monitoring of the contract performance is ad-hoc and will depend on the professionalism of each responsible
contract officer [...]
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- There is no system to ensure that it is mandatory to submit a vendor or contractor's performance appraisal prior to the
final payment [...]

- Lack of monitoring of the contract expiration dates and NTE utilisation result in many ex-post facto situations [...].
Lack of continual market surveys/assessments result in the incumbent continually being seen as the only alternative,
particularly when the contract renewal process is left until the last minute

- Thereis aneed for a more coordinated and structured approach to Contract Management activities at the mission to
monitor contractor performance, measure compliance, develop technical requirements and evaluate bids. These issues
are critical throughout the solicitation process and have been highlighted over many years [...]

Reporting on contractors’ performance

- There is not a comprehensive and effective vendor performance system in place
- No systematic contractor evaluation, statistics available

- There exist no templates or systems to capture and analyse contractor performance and as a result different field offices
could be hiring same vendors even if their performance was poor in another location - a good example of this is
individual Contractors who move from one place to other [...]

- Norecord in database in case of bad performance [...]

-l donot see a real weaknesses as all steps are clear for each responsible staff, the only thing is maybe that we do not
have a clear automatic database for the "bad" vendors and frauds

- There is no system established to monitor on the performance and no Organization wide tool enabling to share
information on vendors

- Contract performance reports are not submitted on time or requests for extension. Procurement officers have to remind
requisitioners to send the above documents [...]

Remedies

- Implementing remedial actions brought about by insufficient statement of requirement

- Legal teams advise not to escalate vendor disputes as much as possible considering the high cost of arbitration coupled
with lack of staff both in procurement and legal teams at HQ or at region |...]

- A vendor sanctions board is not yet in place [...]

- Resolution of unsatisfactory contracts is not well managed

Reporting to senior management

- [no automated system] to report variances in aggregate manner to upper management - accountability needs to be
clearly defined in measurable terms [...]

- Not enough supervision by Procurement and executive of post-award performance |[...]

- Interest and involvement of Senior management could be sought for active contracts monitoring, especially mission
critical contracts

- The management system in place in my mission is not evident as there is hardly any management oversight for contract
management

- No management reviews are conducted on contractor performance unless there is a service / good delivery stoppage
and then it is managed ad-hoc
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Lessons learned

Lessons learned / best practices
- Expertise exists but lessons learnt are not widely known or shared

- Lessons learned are not shared within the organization [...]

- [The major weaknesses of our organization's post-award contract management process are ] Contract close out and
lessons learned

- Availability of Lessons Learned: The proper documentation of lessons learned and best practices in contract
management processes be shared with persons responsible for contract management within the Organization. Lessons
learned and best practices are inserted in a central database for re-use in relevant contracts [...]

Assurance systems and controls

- Auditors are without power to ensure real change and reform in the organization. Audits occur too late and are too
vague [...]

- Thereis a lack of accountability of contract managers on under performers. Lack of audit/reporting of contracts'
technical output. Lack of understanding of Terms of Reference

IT systems deficient in supporting post-award contract management

- [The major weaknesses of our organization's post-award contract management process are] Information Systems

- We need more technology for the Contract Management and Vendor Performance Evaluations. We need an integrated
system capable of having all this data, but we will have that soon hopefully (#1)

- ERP needs to be linked with contract management system
- ERP module for contract management not yet in place [...]
- [The major weaknesses are] lack of integrated online systems for contract management

- Although our ERP system has the necessary functionalities for contract management, these have not yet been
implemented

- The procurement process, contract issuance and contract management are not integrated parts of a well-coordinated
process through the ERP system used. Multiple subsystems are used and they are not integrated

- The organization does not have the automated tools to monitor contract management procedure, only a simple excel
document and smartsheet including project management to keep track on procurement process. No use automation
systems and procedures for collecting and monitoring contract management statistics

- There is no automated system to follow up and report contract management, work has to be done manually. No
automated system to remind of stages to compare plan versus actual [...]

- Lack of automated system in the field offices to monitor the contracts [...]
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Centralized depositories / IT systems

There is a lack of automated systems to support compliance monitoring and risk management (identification and
prevention) [...]

There is a lack of Automation System: Establishment and use of automation systems and procedures for collecting and
monitoring contract management statistics with sufficient relevant training for staff managing contracts. Strengthen
contractor's performance and evaluation mechanism by providing standardized reports, charts etc. for persons managing
large value contracts |...]

There are no proper automated systems for contract management []

There is no central depository to indicate whether a consultant/contractor performed well or not well which could be
shared throughout the Organization and the UN in general. No Data Base of contractors exist. Bad performance is on
the contract file but once that file is archived and the persons involved are no longer around no one else really knows.
Years could pass and another Project Officer, PWR can award another contract to the same person

No centralized information system keeps records of underperforming agencies

There is a lack of a centralized database for inputting performance related issues [...]

Although electronic systems are used, they are not centralized into one database [...]

United Nations system procurement coordination and collaboration

There is no post award contract management process - monitoring of contracts is not harmonized with the organization
(regions and HQ)

Experiences are not shared with other UN offices

Other / various

Performance issues

Flexibility / local needs / customization

Perhaps the only weakness, in some cases, is inability of promptly processing the Contractors' invoices hence losing the
applicable prompt payment discounts

The timing of the contract activity implementation is not well adhered to and this causes the last minute rush, thus
compromising the quality for the service. Poor procurement planning for the contracts inputs — In cases where we have
to [do] procurement [for] any kind of goods for the implementation of contract, procurement requests are requested at
the last minutes. This causes much delay on the implementation of the contract and also builds more pressure to the
procurement team to manage the self-created emergency

As the countries contexts are different, there are contextual factors that influence post-award contract management
process. For example, in Eastern Europe and CIS the vendors require contracts according to the local legislation;  they
have to show those contracts in the banks so that they can receive their money from my organization. In a way, our
contracts are not flexible to accommodate some local requirements

The practices of contracts management are a one-size-fits all. There is no specific measure for complex requirement that
may need particular attention Templates are standard measuring same things which at times are no applicable for
certain requirements/contracts
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UN PROCUREMENT PRACTITIONER’S HANDBOOK 2006
INTER-AGENCY PROCUREMENT WORKING GROUP (now the CEB HLCM Procurement Network)

DEFINITION(S) The terms “contract management” and “contract administration” are often used synonymously. However, “contract
Contract Management / | management” is commonly understood as a broader and more strategic concept that covers the whole procurement cycle including
Contract Administration | planning, formation, execution, administration and close out of a contract and goes beyond the day to day “administrative”
activities in the procurement cycle. Because it is difficult to draw the line between the two terms and because the majority of the UN
organizations commonly use “contract management” when describing the contract administration phase, “contract management”
will be used in this Unit.

CM-specific section(s) |3.10 Contract Management (page 3-90): Introduction (3-90); Process (3-91); Enabling contract management (3-91); Contract
file and documentation (3-91); Contract analysis (3-92); Pre-performance conference (3-92); Effective communication (3-93)
Contract Performance Monitoring and Control (p.393): Control points (3-94); Monitoring methods (3-94); Receipt,
inspection and acceptance procedures (3-94); Acceptance and rejection standards (3-96); Types of reports (3-96); Variance
analysis (3-97); Taking corrective action (3-98); Follow up (3-98)

Change Management (3-98): Financial changes (3-99); Delays and variations (3-99); Remedies (3-100)\

Dispute Management and Resolution (3-101): Basic rules (3-101); Additional rules (3-102); Keys to effective dispute
resolution

(3-102); Mediation (3-103); Escalation process (3-103); Arbitration (3-103);

Financial Management / Payment (3-104): Advance payment (3-104); Partial payment (3-104); Progress payment (3-104);
Final payment (3-105); Holdback (3-105)

Contract Completion and Close out (3-105): UN organization supplied equipment and material (3-105); Warranty performance
(3-106); Liquidation of securities (3-106); Supplier performance report (3-106); Claims (3-107); Lessons learned (3-107)

34For several organizations, no specific policies and guidelines for post-award contract management existed. At the time of the review,
WHO indicated plans to develop specific guidance; UNDP was drafting a comprehensive policy and guidance on contract
management; IAEA indicated their policy was being updated and WFP indicated their reliance on the UN Procurement Practitioners's
Handbook.
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UNITED NATIONS SECRETARIAT
UNITED NATIONS PROCUREMENT MANUAL, VERSION 7.0, REVISION JULY 2013

DEFINITION(S)
Contract Management /
Contract Administration

Contract Management: The ongoing monitoring and management of the Vendor’s performance regarding the goods or services to
be provided as per the Contract, as well as all other terms and conditions of the Contract, such as price and discounts. It includes
managing the relationship with the VVendor, providing feedback to the Vendor regarding its performance, as well as dispute resolution,
if necessary. (p.13). Contract Administration - All actions undertaken by the Procurement Staff after the award of a Contract relating
to the administrative aspects of the Contract, such as Contract amendment, Contract closure, record retention, maintenance of the
Contract file, and handling of security instruments (e.g., Performance Security). (p.13)

CM-specific section(s)

Chapter 15. Contract Management and Administration: 15.1 Contract Management and Administration (p.256); 15.2
Vendor Performance Evaluation (p.257); 15.3 Vendor Performance Rating (p.258); 15.4 Remedies (p.259); 15.5 Dispute
resolution (p.260); 15.6 Contract administration (p.262); 15.7 Amendment of contract (p.263); 15.8 Subcontractors
(p.264); 15.9 Contract closure (p.265); 15.10 Maintenance of Files (p.266); 15.11 Contract log (p.267)

UNITED NATIONS SECRETARIAT
DEPARTMENT OF PEACEKEEPING OPERATIONS / DEPARTMENT OF FIELD SUPPORT
POLICY ON CONTRACT MANAGEMENT, APRIL 2012

DEFINITION(S)
Contract Management /
Contract Administration

Contract Management: The art and science of managing a contractual agreement throughout the contracting process. Contract
management is the process of managing contracts, deliverables, deadlines, contract terms and conditions, while ensuring customer
satisfaction. The purchasing process does not end when the contract is awarded. Effective post-award contract management is
essential to the seamless acceptance of supplies and services. Contract management affects many areas within an organization and can
significantly influence its budget, operations, customer service, and public image. Procurement and contract management are actually
mirror images of each other. (p.19)

Contract Administration: Refers to the management of issues that arise during the performance of a contract. Once a contract award
has been made, and assuming that no significant issues presented themselves during the immediate post-award phase (i.e. the protest
period), the tasks associated with ensuring appropriate contract performance begin, and are usually referred to using the generic
term “contract administration” . The range and extent of contract administration activities required will vary greatly, depending
primarily on the complexity, dollar value, and organizational significance of the contract. It is also important to note that effective
contract administration is a shared responsibility of both contracting parties. The contract specifies the duties, obligations, and benefits
that both parties are responsible for and entitled to. The contract administration function provides the oversight required to ensure that
contractual promises are kept. Contract administration can be straightforward, particularly when the contracting parties are individuals
or small organizations. The complexities often associated with effective contract administration tend to be more prevalent and
important as the size and complexity of the contracting party's organizations increase. (p.18)
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CM-specific section(s)

Contract Management Framework: contract management legal framework; code of ethics; management of contracted services
for the provision of goods, services and works in DPKO and DFS; reporting contract information to appropriate authorities;
contractual instruments; financial regulations and rules; contractual checks and balances; standards terms and conditions of
contracts. Contract Management Principles:operational goals of contracts; accountability; effectiveness versus efficiency;
proactive contract management ; project team management ; trade-offs ; imperfections ; communication. Roles and
responsibilities: 4 main functions and 3 phases of the contract lifecycle: Requisitioning function; procurement function; contract
compliance and performance management function; and contract administration function; Contract development; contract
implementation; and contract closeout phase.The first three functions are involved in all phases of contract lifecycle; contract
administration function is involved in the implementation and closeout phases.The roles and responsibilities section of the policy also
addresses DPKO/DFS managerial responsibilities regarding resources, risk assessment, exposure of the organization, training,
outsourcing of contract management / contract administration functions, and pre-implementation / post-contract-signing meeting. Key
Requirements Affecting Contract Management: financial guidelines for contracts, value management, performance standards,
reviewing arrangements, management of information, relationship management, maintaining records. Conducting Contract
Management: planning contracts and defining the requirements, selecting the appropriate contracting instrument, technical
evaluation of bids, risk management of contracts, quality assurance, performance evaluation, transition of contracts, services to
contractor, dispute resolution, managing various contract types. Mission-Specific Considerations: contracting in unique
environments, local customs and laws, dealing with host governments, dealing with local vendors and industry, special considerations.
(p.3/4)

UNICEF
SUPPLY MANUAL

DEFINITION(S)
Contract Management /
Contract Administration

4.1 Contract administration involves planning, budgeting, scheduling and monitoring the progress of work and taking corrective
actions to safeguard the interests of UNICEF and of the contractor. Contract administration involves all tasks performed by the
personnel of UNICEF and of the contractor from the time a contract has been signed until it is successfully completed or terminated,
payment is made and disputes are resolved. Ineffective administration of a contract leads to increased costs and delays in delivery and
may expose UNICEF to legal complications with unpredictable results.

4.2 Administration of contract calls for multidisciplinary skills: financial management, technical knowledge; procurement
expertise; project management; legal advice; etc. It is an accepted practice to hire experts, such as engineers, architects, subject
matter experts, etc., to complement the skills available among existing staff.

CM-specific section(s)

Chapter 6, Procurement of equipment, supplies and services, Section 9: Contract Management: Chapter 6: Procurement of
equipment, supplies and services: Section 9: Contract Management: 1.0 Scope; 2.0 Contracts and purchase orders — background;
3.0 Overview of contract; 4.0 Administration of contract; 5.0 Scope of administration of contract; 6.0 Monitoring contract
performance; 7.0 Contract remedies; 8.0 Contractamendments and cancellations; 9.0 Disputes, claims and their resolution;  10.0
Contract close out.

Separate (Supply) Division Procedure (DP) 069: Monitoring Supplier Performance (exclusively applicable to the procurement of
goods undertaken by Supply Division, excludes service providers): 1.0 Purpose; 2.0 Scope and applicability; 3.0 Input; 4.0
Configuration of performance metrics; 5.0 Procurement centre specific measurements; 6.0 Responsibilities; 7.0 Output; 8.0
Definitions
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PROGRAMME, OPERATION, POLICY AND PROCEDURE (POPP) - CONTRACTS AND PROCUREMENT

DEFINITION(S)
Contract Management /
Contract Administration

Once a contract has been awarded and signed, contract management is the process, which ensures that all parties to the legally
binding agreement fully meet their respective obligations as efficiently and effectively as possible. The contract management process
allows a Business Unit to track and manage the clauses, terms, conditions, commitments and milestones throughout the life of its
contracts to maximize business benefits and minimize associated risks. Contract management includes monitoring performance
(i.e., quality standards, delivery), effecting acceptance and payment, initiating amendments and orderly resolution of any disputes
that may arise in the overall process. Further, contract management ensures that all residual obligations, such as warranties, guarantees
and after sales services and support are clearly defined in terms of responsibility, liability, procedures and timeframes.Once a contract
has been awarded and signed, contract management is the process, which ensures that all parties to the legally binding agreement fully
meet their respective obligations as efficiently and effectively as possible. The contract management process allows a Business Unit to
track and manage the clauses, terms, conditions, commitments and milestones throughout the life of its contracts tomaximize business
benefits and minimize associated risks. Contract management includes monitoring performance (i.e., quality standards, delivery),
effectingacceptance and payment, initiating amendments and orderly resolution of any disputes that may arise in the overall process.
Further, contract managementensures that all residual obligations, such as warranties, guarantees and after sales services and support
are clearly defined in terms of responsibility, liability, procedures and timeframes. (p.69).

CM-specific section(s)

Contract Management related sub-processes: a.) Payment and taxes, b.) Breach or termination of contract; 1.0 Description; 2.0
Relevant policies; 3.0 Flowchart; 4.0 Procedures; 5.0 Inputs; 6.0 Deliverables; 7.0 Roles and responsibilities; 8.0 Templates
and forms; 9.0 Additional info and tools; 10.0 Lessons 11.0 On the drawing board

UNHCR
SUPPLY MANUAL, AUGUST 2013

DEFINITION(S)
Contract Management /
Contract Administration

Once the tender process has been concluded, a contract will need to be developed and then managed with the successful bidder. Each
of the stages in developing and managing a contract with the successful bidder is listed in the table below:

1) Drafting and dispatching the contract documents.

2) Amending the contracts if required.

3) Managing invoices and payment.

4) Managing the contract to ensure goods and services are supplied and conducted as contracted.

CM-specific section(s)

Part 2: Sourcing Goods and Services, Section 7: Contracting Goods and Services; Section 2-7-12 to 15 on Developing and
Managing Contracts: Introduction; Process; Roles and responsibilities; Drafting and review assistance; Issuing and tracking;
Sign and dispatch procedure; Acceptance and regret letters; Payment terms; Invoices; Contract breach, default or fraud;
UNHCR subject of legal proceedings.
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UNOPS
PROCUREMENT MANUAL, REVISION 5, 2014

DEFINITION(S)
Contract Management /
Contract Administration

Contract management is the ongoing monitoring and management of the supplier's performance regarding the promised goods and
services, as well as assuring compliance with all other terms and conditions of a contract, such as price and discounts. It includes
managing the relationship between the supplier, the procuring unit, the requisitioner and/or the end user, feedback to the supplier
regarding its performance, as well as dispute resolution, if necessary. (p. 185)

Contract management and administration refers to all actions undertaken after the award of a contract relating to the administrative
aspects of the contract such as contract amendment, contract closure, record retention, maintenance of the contract file, and handling
of security instruments. Contract administration is the responsibility of the procurement official in charge of the procurement process
and requires involvement of the requisitioner or business unit, and at times also the input of the end user. Effective contract
management and administration involves monitoring and control of contract performance, change management, dispute resolution,
payments and contract completion. (p. 158)

CM-specific section(s)

13 Contract management: 13.1 Overview; 13.2 Vendor performance evaluation; 13.3 Remedies; 13.4 Dispute resolution;
13.5 Payments; 13.6 Amendments, extensions and renewal; 13.7 Contract termination or closure; 13.8 Property disposal;
13.9 Maintenance of files.

PAHO
PROCUREMENT PRACTITIONER’S HANDBOOK, MARCH 2014

DEFINITION(S)
Contract Management /
Contract Administration

Contract management refers to the series of activities undertaken from date of signature of contract by both parties or acceptance of
the purchase order by the other party to ensure that both parties to the contract fulfil their obligations in accordance with the terms and
conditions of the contract or purchase order. The contract management phase concludes with the completion of the contract closeout
activities.

CM-specific section(s)

14.2 Contracts: Vendor Performance Monitoring: 14.2.1 Contracts Pre-Performance Meeting; 14.2.2 Performance Monitoring;
14.2.3 Acceptance; 14.3 Variances and Corrective Action: 14.3.1 Variances; 14.3.2 Corrective Action; 14.4 Amendments and
Changes; 14.5 Remedies; 14.6 Dispute Resolution; 14.7 Invoicing and Payments: 14.7.1 Role or FRM; 14.7.2 Invoicing;
14.7.3 Goods; 14.7.4 Services; 14.7.5 Payments; 14.8 Contract Termination or Closure: 14.8.1 Role of Requisitioner; 14.8.2
Role of the Project Officer; 14.8.3 Role of PRO or the Procurement Focal Point; 14.9 Property Disposal; 14.10 Maintenance of
Files: 14.10.1 Purchase Order File; 14.10.2 Contract Administration File; 14.10.3 Archives; 14.11 Applicable PAHO/WHO
E-Manual Policies

UNFPA
POLICIES AND PROCEDURES MANUAL: PROCUREMENT PROCEDURES, OCTOBER 2012

DEFINITION(S)
Contract Management /
Contract Administration

There are nine potential components in the contract administration process: Monitoring and control of vendor performance;
Remedies; Dispute resolution; Financial management/payment; Amendment and Change management; Contract completion;
Contract termination; Property disposal and Maintenance of files (page 144).
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CM-specific section(s)

13. Contract Management: 13.1 Overview; 13.2 Vendor performance evaluation; 13.3 Remedies (termination, liquidated
damages); 13.4 Dispute resolution; 13.5 Payments (financial management and payments, payments, taxes); 13.6 Amendments
and change management; 13.7 Contract termination or closure; 13.8 Property disposal; 13.9 Maintenance of files.

FAO

GUIDELINES ON CONTRACT MANAGEMENT FOR SERVICE CONTRACTS, FRAMEWORK AGREEMENTS UNDER MANUAL SECTION 502,

PROCUREMENT OF GOODS, WORKS AND SERVICES, JANUARY 2010

DEFINITION(S)
Contract Management /
Contract Administration

Contract management ensures that the selected Vendor delivers the services being performed in accordance with the
terms and conditions of the contract (page 1).

CM-specific section(s)

All

UNRWA
PROCUREMENT MANUAL, AUGUST 2012

DEFINITION(S)
Contract Management /
Contract Administration

Contract Administration is the process, which ensures that both parties to the contract fully meet their respective obligations as
efficiently and effectively as possible, delivering the business and operational outputs required from the contract and mitigating risk.

CM-specific section(s)

Chapter 12 Contract Administration: 12.1 Monitoring and Control of Contract Performance (p.111) 1); 12.2. Inspections
(p.113); 12.3 Acceptance of the final product (p. 113); 12.4 Evaluation of supplier performance (p. 113); 12.5 Contract Filling
and Documentation (p.114); 12.6 Recording of Data (p.114); 12.7 Changes to Contract (p. 115).

IAEA
ADMINISTRATIVE MANUAL, FEBRUARY 2011

DEFINITION(S)
Contract Management /
Contract Administration

Post-Award Administration: Active management of contracts; Monitoring and management of supplier performance to realize
value for money; Year on year negotiated savings through continuous improvement; Payment terms; Process efficiencies;
Inventory and storage savings; Avoidance of future cost increases; New versus old cost; Saving compared to an external
benchmark.

CM-specific section(s)

PART VI - Procurement and Management of Property, Section 1 (Procurement of Goods and Services): Supplier Management;
Registration of Suppliers; Monitoring Supplier Performance (page 3 ff.); Post-Award Administration (page 13)

WIPO
PROCUREMENT MANUAL, ANNEX 1 ON CONTRACT MANAGEMENT, AUGUST 2014

DEFINITION(S)
Contract Management /
Contract Administration

The purpose of contract management is to ensure that all parties to the contract fully meet their respective obligations as efficiently
and effectively as possible, delivering the business and operational outputs required from the contract and providing value for money.
It also protects the rights of the parties and ensures required performance when circumstances change
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CM-specific section(s)

13 Contract Management:

13.1 The requester is responsible for the implementation and control of the performance of the contract to ensure delivery of goods or
performance of service in accordance with contract

13.2 Contract management planning should include agreement on the procedure for follow to resolve disagreement between parties
regarding responsibilities and interpretation of the contract.

13.3 Payments may be advance, partial, progress, final.

13.4 Requests for modification, renewal or extension of a contract are submitted by requester to PTD for review and approval.

13.5 The procurement officer ensures that the contract file is properly closed out.

13.6 The procurement officer is responsible for the administration of the contract and maintenance of records.

ILO
PROCUREMENT MANUAL, MAY 2014

DEFINITION(S)
Contract Management /
Contract Administration

Contract administration and management is defined as the ongoing monitoring and management of the contractor’s performance
and obligations in relation to contracted goods and services, as well as in meeting all other terms and conditions of the contract. It is
undertaken to ensure that the parties to the contract fulfil their contractual obligations and that the end-user is sup- plied with goods or
services of the requisite standard by the required time and within budget. (p.101). Contract administration is the primary
responsibility of the Requester. However, it will also require the involvement of the individual in charge of the procurement process
(Procurement Officer) and, when necessary, of PROCUREMENT. (p.101)

CM-specific section(s)

13 Contract Administration and Management:

13.1 Overview; 13.2 Monitoring and control of contract performance (performance indicators, inspections, acceptance of final
product, evaluation of contractor's performance); 13.3 Change management (amendments, extensions and renewal); 13.4 Remedies
(liguidated damages, drawing on security instruments, terminations); 13.5 Dispute resolutions; 13.6 Financial management and
payments (payment officers, , forms of payment, invoicing, taxes); 13.7 Contract completion and close-out; 13.8 Disposal of
assets; 13.9 Maintenance of files; 13.10 Tools (contract implementation planning meeting agenda, contractor's performance report,
contract close-out checklist)

UNESCO
ADMINISTRATIVE MANUAL

DEFINITION(S)
Contract Management /
Contract Administration

Once a contract has been awarded and signed, contract management is the process which ensures that all parties to the legally
binding agreement fully meet their respective obligations as efficiently and effectively as possible. The contract management process
allows a Contracting Unit to track and manage the clauses, terms, conditions, commitments and milestones throughout the period of
the contract to maximize business benefits and minimize associated risks. Contract management includes monitoring performance
(i.e., quality standards, delivery), effecting acceptance and payment, initiating amendments and orderly resolution of any disputes
that may arise in the overall process. Furthermore, contract management ensures that all residual obligations, such as warranties,
guarantees and after sales services and support are clearly defined in terms of responsibility, liability procedures and time frames. (AM
10.2A)

CM-specific section(s)

The contract management administrative process is contained in AM 7.2, however, it does not cover post-award phase.

9.9/0LIN
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UNIDO

PROCUREMENT MANUAL, JULY 2013

DEFINITION(S)
Contract Management /
Contract Administration

Purchase orders/contracts are managed by the Procurements Official/Authorized Official in cooperation with the Project
Manager/Allotment Holder, where applicable. The management of a purchase order/contract shall, as a minimum, include
proactive monitoring of the contractor’s performance to ensure compliance with the terms and conditions of the purchase order
contract.

CM-specific section(s)

Article 17: Management of Purchase Orders/Contracts; 17.1 Monitoring and control of contract performance; 17.2 Delivery,
inspections, goods/services/works receipt; 17.3 Invoicing and payment; 17.4 Claims management; Article 18: Contractor
Performance

UN WOMEN

DEFINITION(S)
Contract Management /
Contract Administration

Contract Administration is the process, which ensures that both parties to the contract fully meet their respective obligations as
efficiently and effectively as possible, delivering the business and operational outputs required from the contract and mitigating risk.
There are five stages in the Contract Administration process: a. Monitoring and control of contract performance; b. Contract
Amendments; c. Dispute resolution; d. Paymentsand Taxes; e. Contract Closure. Contract Administration needs vary greatly from
contract to contract and hugely depend on many factors, inter alia, contractor performance, quality of requirements definition and the
stability of the overall situation in which the contract is being performed, e.g., shipping or operating modalities may change during
the contract period due to political circumstances etc.

CM-specific section(s)

13. Contract Management; 13.1. Contract Administration; 13.2. Monitoring and Control of contract performance; 13.3. Contract
Amendments; 13.4. Breach of Contract and Termination; 13.5. Dispute Resolution; 13.6. Payments and Taxes; 13.7. Contract
Closure; 13.8. Maintenance of files

ITU
ITU PROJECT MANAGEMENT GUIDELINES, JULY 2013

DEFINITION(S)
Contract Management /
Contract Administration

none

CM-specific section(s)

4.2 Executing and Monitoring; 4.2.1 Build Deliverables; 4.2.2 Executing; 4.2.3 Reporting.

UNWTO
PROCUREMENT MANUAL, 2014

DEFINITION(S)
Contract Management /
Contract Administration

Contract management is the responsibility of the Initiator. However, contract administration may need the input, advice and support
from LGCN and Budget and Finance. The following are essential elements of contract administration: a) Monitoring and control of
vendor performance; b) Remedies; c) Dispute resolution; d) Financial management/payment; e) Amendment and Change
management; f) Contract completion; @) Contract termination; h) Property disposal; i) Maintenance of files

9/9/0LIVY
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CM-specific section(s)

Chapter 9: Step 7 — Contract Administration: 9.1 Receipt of goods and services; 9.2 Contract Management; 9.3 Vendor
performance evaluation; 9.4 Remedies; 9.5 Termination; 9.6 Liquidated damages or performance security; 9.7 Dispute
Resolution; 9.8 Payments; 9.9 Taxes (under development); 9.10 Amendments and change management; 9.11 Contract
termination and closure;  9.12 Maintenance of files.

ICAO
CONTRACT ADMINISTRATION PROCEDURE P-PRO-180, REV. NUM: 2.2

DEFINITION(S)
Contract Management /
Contract Administration

The procurement process at ICAO does not end when the purchase order or contract is issued. Contract administration is a vital
part of the process. Administration of purchase orders/contracts encompasses the full realm of implementation and oversight,
including the proactive monitoring of the performance and progress of the purchase order/contract’s key milestones such as factory
acceptance tests, shipment of equipment, installation, site acceptance tests, payment of invoices, and ensuring that the supplier is in
full compliance with the terms, specifications, conditions and provisions of the purchase order/contract

CM-specific section(s)

Contract Administration: Procedure: 5 Process: 5.1 General, 5.2 Shipping of Equipment, 5.3 Payment of Invoices, 5.4 Warranty,
5.5 Contract Administration Process Map: Minor Procurement Process Map, Task Description for Minor Procurements, Task
Description for Major Procurements; 6 Measures; 7 References; 8 Records.

IMO
PROCUREMENT MANUAL, 2012

DEFINITION(S)
Contract Management /
Contract Administration

Contract Manager: The Contract Manager’s role is to take responsibility for the management of the contract, once it has been
awarded. Specifically, he/she must: a) inspect goods and verify the performance of services to ensure that goods and services are
delivered in accordance with the PO and the contract; b) ensure that the IMO General Terms and Conditions and the specific terms
and conditions of the contract are adhered to; c) forward any proposed changes in the contract to the Procurement Officer for
approval; d) ensure that the Procurement Officer is informed of all communication with the supplier; e) review the contract at
appropriate intervals, making recommendations on renewal, extension or cancellation to the Procurement Officer, according to the
deadline(s) in the contract; f) maintain the contract files for audit purposes, including a full copy of the contract itself.

CM-specific section(s)

No specific section for contract management/administration;  respective issues are covered throughout the manual.

9.9/0LIN
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(English Only)
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International Maritime Organization

Transfer of Contract Management

Intent/Definition

This document serves as the transfer of management of the following contract and outlines the
responsibilities of the Contract Manager. The Contract Manager is responsible for ensuring that
the obligations of the supplier and the purchaser are met as efficiently and effectively as
possible, in order to deliver the objectives required from the contract.

Contract Information

Contract Title:

Contractor:

Contract Manager:

Contract Period: The contract validity period

Contract Value: The value of the contract will not exceed $XXX.

Purchase Order Details: Purchase order number 45000XXXX.

Responsibilities of the Contract Manager
The Contract Manager is responsible for the following throughout the duration of the contract:

e That the General Terms and Conditions and the specific terms and conditions of the
contract are adhered to.

e That for audit purposes the contract files, including a complete copy of the contract, is
maintained. Please note that a copy of all correspondence between the purchaser and
the supplier with respect to the contract should be sent to the Procurement Section.

e That arrangements for delivery continue to be satisfactory to both purchaser and
supplier.

e That receipt and inspection of goods and services is completed in accordance with the
contract and are maintained in SAP.

* That invoices are directed to Financial Services.

e That any proposed changes to the contract are forwarded to Chief, Office of General
Services for approval.

e That all cases are reviewed within three months before expiration of the contract.

e That all contracts requiring extension are forwarded to the Chief, Office of General
Services two months prior to expiration to ensure continuity is maintained.

lTRernarks

Enclosed Documents
Copy of purchase order and contract.

Signed: Signed:

Aubrey Botsford IMO official XYZ
Chief, Office of General Services [title]

Date: Date:

16-00275 (C)
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Pan American Health Organization

Transfer of Contract Management

Dear Project Officer:

The attached file containssigned Service Contact [XXX] with
[ContractorName]

Please be reminded that the Project Officer is responsible for:

* Maintaining the contract file
* Providing guidance to the Contractor

» Reviewingservices/products (rigorous substantive editing, etc.)
provided by Contractor

* Approving contractor’sinvoice (s) for payment. Project Officer
should not receive and approve contractors’ invoice (s) for
payment unless the respective Service Contractis already signed;
that they cover the period of the invoiced services; and prices
match with the amount agreed in the contract. Please verify that
all charges listed on the invoice(s) are correct by writing on the
invoice “Reviewed and Approved.” In addition, please include
name and signature of the Project Officer on the body of the
invoice.

* Approved original invoice (s) must be submitted via inter-office mail
to PRO, attention: Shipping and Expediting Unit. Please do not
send them by e-mail since we need originals 1o process payments.

* Upon completion of contract, please notify PRO if no additional
invoices/payments will be required, so that appropriate action be
taken with regards to liquidation of unused balances.

+ |fan extension is required to complete the work, please submit a
request for extension at least two (2) weeks before the contract
expires, since our rules and regulations prohibit retroactive
extensions.

+ See attached vendor performance assessment. This should be
completed when all the services have been completed and
submitted to the sender of this e-mail.

Regards,
[PRO staff or Procurement Focal Point]

16-00275 (C) 77/80
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1 http://procuretrainingcampus.org/ .

2 Y B R RSN SR AN Sy, AR AE R B G A, MRS
. www.cips.org/

2 www.undp.org/content/undp/en/home/operations/procurement/procurement_training.html .

4 www.ciltinternational.org/ .
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