Contract management plan lite template
[bookmark: _Toc378328563]Agency instructions
This contract management plan is a lite version. It is developed to fit proportionally to the contract’s lower value, risk, complexity, and duration, in line with government procurement requirements. For higher value, more complex contracts you can use the Contract Management Plan template on the New Zealand Government website: 
Creating a contract management plan | New Zealand Government Procurement
A contract management plan contains key information about how successful delivery under the contract will be managed. It establishes roles, systems and processes to ensure that both parties carry out their responsibilities successfully. It is a living document and should be updated as necessary to reflect changes in roles, contact details and any other relevant information.
Customise this template to reflect your agency’s practice and requirements. Please delete the shaded boxes and content in square brackets that contain instructions and examples.
For further assistance, refer to the guidance on the New Zealand Government Procurement website.
Manage the contract | New Zealand Government Procurement
Contract basics
	Basic contract details

	Contract name
	[Insert contract title]

	Contract ID
	[Insert contract ID] 

	Contract document links
	[Insert links to where critical contract documents can be found] 

	Supplier name
	[Legal name and doing business as (if applicable)] 

	Supplier contact(s) 
	[Insert supplier name and contact information]

	Supplier escalation contact(s)
	[Insert supplier escalation contact’s name and contact information]

	Agency escalation contact(s)
	[Insert agency escalation contact’s name and contact information]

	Start - end date
	[XX-XX-XXXX to XX-XX-XXXX]

	Option to extend
	☐ No          ☐ Yes       Date of next extension:

	Amendments

	[Update in the event of any amendment including additional scope requirements, funding, extensions, or other details that impact performance and oversight]

	Contract value
	[Whole of life cost] 

	Contract description
	

	Approved annual budget
	[Annual value] 

	Risk level
	☐  Low     ☐ Medium     ☐ High 

	Payment structure
	​​☐​ Daily rate   ​☐​ Monthly invoice   ​☐​ Other cost reimbursement    ​☐​ Other 



Governance arrangements
Describe how the contract will be governed and who is responsible.
	Role
	Responsibility

	Who manages the contract, day to day?
	

	Who approves variations, renewals, or extensions?
	

	How are issues escalated?
	


[bookmark: _Toc383082304]
Example
The Contract Manager will oversee day-to-day management and coordinate quarterly review meetings. The Business owner approves any variations or renewals. Issues outside delegated authority is escalated to the Procurement Lead.
Performance metrics
List the key measures or KPIs used to assess supplier performance. These should be proportionate to the contract’s value, complexity and risk.
	Performance area
	Measure/KPI
	Frequency
	Reporting method

	Service delivery
	eg timeliness of reports, % completed on time
	Monthly
	Supplier report

	Relationship
	eg supplier responsiveness
	Quarterly
	Client feedback

	
	
	
	

	
	
	
	

	
	
	
	


Performance monitoring
Explain how performance is monitored and verified.
· How performance will be monitored (eg reports, meetings, audits)
· Who will monitor and review performance 
· Due diligence activities (eg checking reports, site visits, financial or compliance reviews)

Example
Supplier submits monthly performance reports. The Contract Manager reviews results, checks supporting evidence, and documents findings. Annual due diligence includes verifying key compliance certificates.
Record keeping
Confirm how and where records will be maintained.
· Folder or system name/location
· Types of records retained (reports, emails, meeting notes, variations, etc.)

Example
All contract documentation (reports, correspondence, meeting notes, variations) will be stored in the [system/folder name]. Records will be retained in accordance with the agency’s record-keeping policy and available for audit or review.
Ongoing monitoring and review
State how the agency will ensure commitments are delivered.
· Frequency of monitoring and reporting
· How non-performance will be addressed
· How progress will be recorded and communicated

Example
Performance is reviewed quarterly. Any issues or risks are discussed with the supplier and logged. Corrective actions are agreed and tracked until resolved.
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