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Contract Details

Contract Title: __________________________
Supplier: ______________________________
Contract ID: ___________________________
Risk Level: ☐ Medium ☐ High
Contract Administrator: ________________
Contract Owner: ________________________

Contract Set-Up & Mobilisation

☐ Signed contract and schedules filed
☐ Contract start and end dates recorded
☐ Key milestones and review points logged
☐ Contract value and limits recorded
☐ Named contacts confirmed (Authority & Supplier)
☐ Reporting templates agreed and filed
☐ Risk register created
☐ Issue log created
☐ Mobilisation checklist completed and filed


Contract File & Record Management

☐ Contract file established in approved system
☐ Version control applied
☐ Procurement and award documentation filed
☐ Variations and extensions filed
☐ Correspondence relating to decisions retained
☐ Records accessible for Freedom Of Information (FOI) requests

Governance & Meeting Administration

☐ Meeting schedule established
☐ Agendas issued in advance
☐ Attendance recorded
☐ Minutes produced and approved
☐ Actions logged with owners and deadlines
☐ Records filed in contract file

Minimum frequency:
Medium risk: ☐ Quarterly
High risk: ☐ Monthly

Performance Administration

☐ Key Performance Indicators (KPIs) and service levels documented
☐ Supplier performance reports received
☐ Performance logged against KPIs
☐ Under-performance recorded and flagged
☐ Evidence retained to support assessments
Risk & Issue Administration

☐ Risk register maintained and reviewed
☐ Risk owners and mitigations recorded
☐ Issues logged and tracked
☐ Escalation applied where required
☐ Updates retained for audit

Change Control & Variations

☐ Variation requests formally recorded
☐ Impact assessment completed
☐ Approvals obtained in line with authority
☐ Contract documentation updated
☐ Signed variation filed

 Financial Administration

☐ Spend monitored against contract value
☐ Invoices checked against contract terms
☐ Approvals evidenced
☐ Cumulative spend tracked
☐ Irregularities or risks flagged

Compliance & Transparency

☐ Records meet FOI requirements
☐ Data protection obligations met
☐ Ethical and procurement standards adhered to
☐ Decisions documented and justified

Contract Expiry, Extension & Close-Out

☐ Contract end date and notice periods tracked
☐ Extension / renewal approvals obtained
☐ Exit obligations completed
☐ Final payments validated
☐ Contract formally closed and archived

Administrator Declaration

I confirm that the above administrative activities have been completed and maintained in line with guidance.

Name: __________________________
Signature: _____________________
Date: __________________________
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