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CONTRACT MANAGEMENT PROCEDURES
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Approval SLT 19/07/113
Scope

The following are excluded from these Procedures:

e Construction contracts that are managed through tiered supplier panels (these contracts incorporate
KPIs and performance management in accordance with a Performance Evaluation Framework through
Project Governance);

e Employment contracts;

e Research contracts;

Non-binding Memoranda of Understanding (NB — advice should be sort from the Procurement and
Contracts Group if there is uncertainty as to the legal status of the Memoranda).

Other than listed above, these procedures applies to all contracts, and other documents, which create legally
binding obligations on Massey University (Massey) including, but not limited to, procurement contracts for the
supply of goods and services. This Policy will apply to a contract until contractual obligations have concluded.

These procedures relate to a subset of the Massey Procurement Guidelines documented in the Procurement
and Contracts Governance Board’s Terms of Reference. They relate to the “Manage” Sections 7 - Manage
Contract and Relationships, and 8 - Review.

The Procurement Lifecycle

This quick reference guide is based on the procurement lifecycle which separates procurement
into three phases: planning, sourcing and managing. These phases are further divided into eight
distinct, but interrelated stages which are:

1. |Initiate project

Identify needs and analyse the market
Specify requirements

Plan approach to market and evaluation
Approach market and select supplier =p : e
Negotiate and award contract 0 e Eﬂ“m_ _'
Manage contract and relationships i Eﬁ
Review
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Process

The process for these procedures is documented in the following diagram.

Signed Contract

These procedures commence once a contract has been signed. The contract is to be recorded in the
Massey contracts register.

Scope

These procedures come into force once a new contract (within the scope of Massey's Contract
Management Policy) has been signed. In addition, existing contracts that have been in operation prior
to these procedures coming into force, become subject to them at the first contract review.

Contract Management Plan

A high-level Contract Management Plan must be created to guide focus and activity for the life of the
contract. A Contract Management Plan enables the Contract Manager to:

e  Ensure continuity of the supply or services.

o Develop a good understanding of the contract and the responsibilities of the parties involved.
e Understand key risks and their management.

e Understand the framework in which the performance of both parties will be monitored.

The level of detail included in your Contract Management Plan will vary, depending on the nature of the
goods or services being purchased. It is expected many of the required aspects will have been identified
as part of the procurement process. A template to assist the planning is available on the Procurement
and Contracts Intranet site.

Monitoring and Reporting

Monitoring of service delivery ensures that the service is being delivered as agreed, to the required level
of performance and quality.

e The Contract Manager and the Other Party must agree a timeline and process for implementation/
delivery and review. This is important for large and complex contracts. The process may be set
out in the contract itself, or in the Contract Management Plan.

e The Contract Manager must note key performance indicators and arrange to ensure that
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e  Considerations should/may also include:
- Deliverables against specification;
- Charges against contract price;
- Quality again
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