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Section 1: Contractual Administration

e Contract administration- what you need to look out for.
e Why is the contract important to your business?
e Your roles and responsibilities.

e The implications of not reviewing your contract.

Section 2: Contractual Administration Tools & Techniques

e Understanding your contract.

e Review your contractual obligations before signing.
e Provisions that may affect implementation.

e Dissection techniques.

e Benchmarking with competitors to set targets.

e Deciding on your Key Performance Indicators (KPIs).
e Your Service Level Agreements (SLAs).

Section 3: Contractor Planning, Change & Evaluation

e Your change and record management system and auditing.
e |Issues and risks logs.



e Your Gantt schedule.
e SWOT analysis.
e Setting priority aims.

Section 4: Negotiations & Managing Disputes or Claims

¢ Understanding and agreeing on the ‘now’ and the ‘later.’

* Your legal obligations and how to manage problems.

» Breach of contract and how to handle it from both perspectives.
e Recovering from financial damages.

e How to handle a claim or dispute.

e Alternative Dispute Resolution (ADR).

e Mediation or Arbitration.

e Equitable Remedies and how they work.

Section 5: Reviewing Your Requirements & Making Changes

e Lessons learned.

e Renewing your contract.

e Aiming for continuous improvement.

e Conducting reviews and surveys for feedback on performance.

e Setting your future negotiation guidelines based on positive performance.
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Essential Contracting Skills: A Path To Success In Today's Market

In this blog post, we explore the world of contracting, its significance, and the ten essential
skills required for success in today's market. From effective communication to risk
management and negotiation, learn how to navigate contracts, mitigate risks, and foster

fruitful professional relationships
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