[bookmark: _GoBack]Follow the worksteps below:

	Task Activity
	Guidance/Template

	1. Contract Implementation             Completed  Y   /  N

	
These are the transitional arrangements from the tendering/contract award phase to the contract management phase and involves planning, implementing and a handover to the responsible contract manager. A handover ensures knowledge transfer from the category team to the contract management team, who may not have been involved in the procurement due to separation of duties. 

A Contract Implementation Plan template is available providing a guide to the typical activities for successful implementation of the contract. 

Once completed the Contract Implementation Plan should be uploaded onto the Contract Implementation Plan folder on Bravo.

	
 
Contract Management Overview
Guidance - Transition From Tendering Process

	Complete Risk Assessment Tool    Completed    Y    /    N

	This Risk Assessment tool is designed to provide high level criteria for assessing the risk potential of existing contracts and inform the level of contract management activity. The tool is mandatory for values above the EU Threshold, for values below the EU Threshold a risk assessment is not mandatory but it is considered best practice to complete one.

The risk rating should be used to inform the level of contract management activity in accordance with the Contract Management Framework. 

Once completed upload the completed Risk Assessment tool into the Risk Assessment folder on Bravo.
	


Guidance – Risk in Contract Management

	2. Complete Contract Management Plan    Completed    Y    /    N

	The purpose of this plan is to provide the key activity and information required to effectively oversee management of a contract and has been developed to support the DWP Contract Management Framework. It should be used by staff/stakeholders who are involved in the management of the contract in conjunction with the ePS Bravo Solution workflows and the original / live contract. 

Completion of the plan is mandatory for risk ratings of Level 1 and Level 2 and optional for Level 3, although considered good practice. Although the Risk Assessment tool provides a guide for the level of contract management activity required it is ultimately the Contract Management Team’s responsibility to decide the appropriate level to apply.

All areas of the plan should be applicable to Level 1 and possibly Level 2, though for Level 3 a light touch plan is appropriate. 

There two Contract Management Plan templates available:
· A full version - where performance management is conducted by teams outside of CD who do not have access to Bravo.
· A shorter version where all stakeholders have access to Bravo    

Once completed the Contract Management Plan should be uploaded onto Bravo and update periodically.
	










	3. 
Identify stakeholders and complete RACI    Completed    Y    /    N

	Identify the stakeholders and their involvement in the effective management of the contract. The RACI (Responsible, Accountable, Consulted, Informed) for contract management activity is mandatory for contracts with a risk rating of Level 1 and Level 2 and is considered best practice for Level 3 contracts Complete the RACI template (link provided) assigning  roles, responsibilities, accountabilities for wider community, including Senior Contract Owner, Performance Manager, Finance. 

Once completed upload the RACI on to the RACI folder on Bravo.
	
Guidance -Internal and External Stakeholder Meeting

	4. 
Supplier and Contract Manager Responsibilities Completed    Y    /    N

	Clear ownership and accountabilities of the roles and responsibilities of both the Contract Manager and the supplier, including performance metrics should be clearly defined and agreed. Ensure these are understood and documented. Ensure the supplier and contract manager have a clear understanding of the arrangements for any extension of the contract and related issues.

Upload a copy of agreed responsibilities on to Bravo. 
	Guidance – Post Contract Award Briefing

	5. Mobilise Contract Management Team   Completed    Y    /    N

	Allocate skilled/experienced resource proportionate to the level of contract risk. Ensure contract and performance management resource have the required skills, capability and clear objectives, providing training and development where up skilling is required. Knowledge and skills are captured and transferred to others in the DWP contract management community
	Guidance – Ensuring Right People in place 

	6. Conflicts of Interest   Completed    Y    /    N

	Establish whether any changes in staffing within the contract management team have links to the supplier. The template is available in the Probity section of the Procurement Forms menu on the departmental intranet, and via the link below. Each individual should complete and return the form by email. Save the emails and forms on your desktop. When you have collated all the replies in one folder, zip the folder and upload to this Task using the Manage Attachments button. 

NOTE: if there are any conflicts of interest inform the Commercial Assurance Team.
	Conflicts of Interest Template

Guidance – Conflicts of Interest

	7. Delegated Authority   Completed    Y    /    N

	Ensure the Contract Manager has the appropriate Delegated Procurement Authority to manage the contract effectively where there may be an increase in the original contract value, such as Contract Change Note/Variation or Individual Order.
	Guidance - Delegated Signatory Authority 

	8. Wider Community Completed    Y    /    N

	Ensure changes to the contract are communicated to all stakeholders to provide clear expectations and an understanding of the contract and the services/performance to be delivered.
	

	9. Storage and Records  Completed    Y    /    N

	Ensure that Registered Files to store hard copy of contracts and variations are kept to up to date and are accessible. 

Ensure electronic versions of the contract are kept up to date on Bravo. 
	Contract Administration 
Registered Files
Corporate Records

	10. Performance Measurement Activities Completed    Y    /    N

	Conduct the activities to measure performance as specified in the contract and outlined in the Contract Management Plan.

Use the folders, milestones available on Bravo guidance to record and monitor performance. 
	Guidance - Managing Performance

Guidance – Managing Supplier Relationships and Continuous Improvement

Guidance - Contract Exit and Transition 
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Instr - New

		

				Completing the Risk Assessment Tool for New Procurements

				Purpose

				This Risk Assessment Tool is designed to provide high level criteria for assessing the risk potential of a proposed procurement exercise and inform contract management activity. The tool is mandatory for values above the EU Threshold, for values below the EU Threshold a risk assessment is not mandatory but it is considered best practice to complete one.

				This tool should ensure that procurements and contracts are managed appropriately based on their value, complexity and importance to the business and that resources are provided for this purpose.

				The overall risk rating is an indicator of potential risk and is not an exhaustive risk analysis model, a separate risk register should still be completed.

				How to complete the Risk Assessment

				The Procurement Lead is required to consider the procurement exercise from two perspectives:

				(1) Strategic Assessment of the Consequential Impact, should the procurement fail to deliver its objectives or outcomes - Refer to Part 1, and;

				(2) an assessment of Complexity Impact - Refer to Part 2

				Each part is made up of a series of Strategic Areas (A1 to A7) and (B1 to B7).

				Part 1: Consequential Impact Assessment

				Select an option for each for each of the Strategic Areas (A1 to A7) with the exception of questions A3, A6 and A7 the options are Low to High.

				Questions A3 requires selection of the appropriate contract value, A6 the appropriate contract length and A7 whether the procurement directly supports a CD Level 1 priority. Note for question A7 there is a drop down box to complete with the appropriate priority area.

				The rationale column may be completed where explanation is deemed necessary.

				Part 2: Complexity Assessment

				This largely follows the same format as Part 1. Assess each complexity factor in each of the 7 areas (B1 to B7) to determine the Complexity Assessment:

				Select an option for each for each of the Strategic Areas (B1 to B7) of Low, Medium or High.

				Determining which option (Low, Medium or High) to choose must be done using the knowledge and judgement of the Procurement Lead and should be considered in the light of a procurement’s strategic context. Complete the rationale column with brief details for selecting the risk level.

				Risk Rating

				The 'procurement' risk rating will be shown cell C10 and the 'contract management' risk rating will be shown in cell C12 at the top of the page when all questions have been answered.

				Action following completion of the Risk Assessment

				Upload the completed Risk Assessment onto ePS following the task instructions within Programme Manager.
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New Procurements

		

				Risk Assessment of New Procurements

				Click here for instructions to complete the risk assessment

				DWP Unique ID:				Category Team:

				Procurement Title

				Description of provision

				Estimated contract value:

				Contract start date:				Expected contract duration

				Completed by:						Date:

				Procurement Risk Rating		0		Please check you have answered all questions in Part 1 and 2

				Contract Management Risk Rating		0

				Part 1: Consequential Impact Assessment

				A strategic assessment of the consequential impact should the procurement exercise fail. For each Strategic Area select the appropriate risk level of  Low, Medium or High.

				A1 Reputation						Rationale

																				0

				Failure would have a little or no negative impact on either DWP's or wider Government's reputation.		Failure would  have a moderate negative impact on DWP's or wider Government's reputation. Media interest but limited impact upon reputation.		Failure would have a high negative impact on DWP's or wider Government's reputation. High likelihood PAC interest, national media or pressure groups.

				A2 Public Service Impact						Rationale

																				0

				No public service impact. No information security or environmental implications. No interest from external pressure groups.		Potential for public interest but limited consequences as subject matter is unlikely to be contentious.		Significant public interest, e.g.. From related information security or high degree of interest from pressure groups or media. Involves unpopular or contentious change.

				A3 Contract Value

																				0

				A4 Operational business & commercial change						Rationale

																				0

				Limited impact on the organisation's administration, operations or staff. No impact on third party organisations. No changes to regulatory requirements.		Moderate impact on business, operations and staff or can be controlled / mitigated. Impacts upon external commercial markets. Unlikely to affect regulatory requirements.		Rectifying high profile business problem. Significant impact on business or staff. Significant impact on external commercial markets, regulatory trade or business burden. Essential to fulfil legislative requirements.

				A5 Dependencies						Rationale

																				0

				Stand alone - No dependency on, or for other programmes or projects.		Other programmes or projects have some dependencies for successful delivery, however impacts can be limited and contained.		Other programmes or projects are directly or totally dependent for their successful delivery and would be critically affected e.g. CD level 1 priorities.

				A6 Contract Length

																				0

				Including options to extend if known

				A7 CD Level 1 Priority

																				0

				If yes select from list		……………………………..

				Part 2:Complexity Assessment

				An assessment of the complexity that may affect the achievement of the programme objectives. For each Strategic Area select the appropriate risk level of Low, Medium or High.

				B1 Policy / Legal						Rationale

																				0

				No legal matters or legislation involved. Policy and legal implications fully understood, aligned and stable.		Potentially legal and political implications involved generally understood. Consequences can be mitigated or contained.		Legal matters or legislation involved and implications not fully understood.

				B2 Security						Rationale

																				0

				No security or public data handling implications.		Potentially security or data handling implications.		Significant national security or public data handling issues or requirements.

				B3 Commercial & Supplier Delivery						Rationale

																				0

				Established contracts or existing frameworks to be used. Commercial environment stable. Experienced sector suppliers.		Commercial arrangements generally uncomplicated with reasonable scope within supplier market and only limited specialisms required.		Complex or innovative commercial arrangements. Supplier market limited and/or very specialist. Multiple suppliers or complex/volatile supply or logistical chain.

				B4 Markets						Rationale

																				0

				Experienced, strong and stable market or suppliers.

Supplier resources skilled and available, with ongoing support and commitment.		Market or Suppliers generally stable and likely to meet demand.

Suppliers likely to sustain support and unlikely to withdraw.		Weak or overstretched market - unlikely to meet demand.

Suppliers unable to sustain support, withdraw or cannot meet requirements.

				B5 Category Team						Rationale

																				0

				Fully resourced and skilled team. Stable team, no recruitment issues, specialist support, e.g.. Financial/IT/Legal, in place or available when required.		Team resources generally stable with limited issues or specialist support requirements. Resource changes likely to be met adequately.		Procurement professional resources or funding not available when required. Significant resource changes likely to lead to skills gaps or disruption to key posts. No previous experience with similar purchasing.

				B6 Time						Rationale

																				0

				Timescales not challenging, no external drivers. No imposed changes expected to agreed schedules.

Contingency available and tested business continuity plans.		Challenging timescales can be met. Deadlines with potential to change have suitable contingencies in place.		Schedules very challenging. Immovable deadlines. Major changes to imposed deadlines likely to occur; very limited or no contingency options available.

				B7 Specification						Rationale

																				0

				Specification requirements clear, easily achievable and stable.		Specifications potentially challenging but are considered attainable and future potential change achievable.		Specification targets extremely challenging, likely to change significantly or hard to achieve.

																				……………………………..

																				Estates Corporate Centre

																				Faster Payment

																				Fraud & Error Programme

																				Health Services

																				IT Transformation

																				PIP Implementation

																				SDEP

																				Universal Credit
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Instr - Existing

		

				Completing Risk Assessment Tool for Existing Contracts

				Purpose

				This Risk Assessment Tool is designed to provide high level criteria for assessing the risk potential of existing contracts and inform the level of contract management activity. The tool is mandatory for values above the EU Threshold, for values below the EU Threshold a risk assessment is not mandatory but it is considered best practice to complete one.

				This tool should ensure that contracts are managed appropriately based on their value, complexity and importance to the business and that resources are provided for this purpose.

				The overall risk rating is an indicator of potential risk and is not an exhaustive risk analysis model, a separate risk register should already have been completed.

				How to complete the Risk Assessment

				The Contract Manager is required to consider the contract from two perspectives:

				(1) Strategic Assessment of the Consequential Impact, should the contract fail to deliver its objectives or outcomes - Refer to Part 1, and;

				(2) an assessment of Complexity Impact - Refer to Part 2

				Each part is made up of a series of Strategic Areas (A1 to A7) and (B1 to B6).

				Part 1: Consequential Impact Assessment

				Select an option for each for each of the Strategic Areas (A1 to A7) with the exception of questions A3, A6 and A7 the options are Low to High.

				Questions A3 requires selection of the appropriate contract value, A6 the appropriate contract length and A7 whether the procurement directly supports a CD Level 1 priority. Note for question A7 there is a drop down box to complete with the appropriate priority area.

				The rationale column may be completed where explanation is deemed necessary.

				Part 2: Complexity Assessment

				This largely follows the same format as Part 1. Assess each complexity factor in each of the 6 areas (B1 to B6) to determine the Complexity Assessment:

				Select an option for each for each of the Strategic Areas (B1 to B6) of Low, Medium or High.

				Determining which option (Low, Medium or High) to choose must be done using the knowledge and judgement of the Contract Manager and should be considered in the light of a contract's strategic context. Complete the rationale column with brief details for selecting the risk level.

				Risk Rating

				The  'contract management' risk rating will be shown in cell C10 at the top of the page when all questions have been answered.

				Action following completion of the Risk Assessment

				The risk rating should be used to inform the level of contract management activity in accordance with the Contract Management Framework.
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Existing Contracts

		

				Risk Assessment of Existing Contracts

				Click here for instructions to complete the risk assessment

				DWP Unique ID:				Category Team:

				Contract Title:

				Description of provision

				Estimated contract value:

				Contract start date:				Expected contract duration

				Completed by:						Date:

				Risk Rating		0		Please check you have answered all questions in Part 1 and 2

				Part 1: Consequential Impact Assessment

				A strategic assessment of the consequential impact should the Contract fail. For each Strategic Area select the appropriate risk level of  Low, Medium or High.

				A1 Reputation						Rationale

																				0

				Failure would have a little or no negative impact on either DWP's or wider Government's reputation.		Failure would  have a moderate negative impact on DWP's or wider Government's reputation. Media interest but limited impact upon reputation.		Failure would have a high negative impact on DWP's or wider Government's reputation. High likelihood PAC interest, national media or pressure groups.

				A2 Public Service Impact						Rationale

																				0

				No public service impact. No information security or environmental implications. No interest from external pressure groups.		Potential for public interest but limited consequences as subject matter is unlikely to be contentious.		Significant public interest, e.g.. From related information security or high degree of interest from pressure groups or media. Involves unpopular or contentious change.

				A3 Contract Value

																				0

				A4 Operational business & commercial change						Rationale

																				0

				Limited impact on the organisation's administration, operations or staff. No impact on third party organisations. No changes to regulatory requirements.		Moderate impact on business, operations and staff or can be controlled / mitigated. Impacts upon external commercial markets. Unlikely to affect regulatory requirements.		Rectifying high profile business problem. Significant impact on business or staff. Significant impact on external commercial markets, regulatory trade or business burden. Essential to fulfil legislative requirements.

				A5 Dependencies						Rationale

																				0

				Stand alone - No dependency on, or for other programmes or projects.		Other programmes or projects have some dependencies for successful delivery, however impacts can be limited and contained.		Other programmes or projects are directly or totally dependent for their successful delivery and would be critically affected e.g. CD level 1 priorities.

				A6 Remaining Contract Length

																				0

				Including options to extend if known

				A7 CD Level 1 Priority

																				0

				If yes select from list		……………………………..

				Part 2:Complexity Assessment

				An assessment of the complexity that may affect the achievement of the programme objectives. For each Strategic Area select the appropriate risk level of Low, Medium or High.

				B1 Policy / Legal						Rationale

																				0

				No legal matters or legislation involved. Policy and legal implications fully understood, aligned and stable.		Potentially legal and political implications involved generally understood. Consequences can be mitigated or contained.		Legal matters or legislation involved and implications not fully understood.

				B2 Security						Rationale

																				0

				No security or public data handling implications.		Potentially security or data handling implications.		Significant national security or public data handling issues or requirements.

				B3 Commercial & Supplier Delivery						Rationale

																				0

				Established contracts or existing frameworks to be used. Commercial environment stable. Experienced sector suppliers.		Commercial arrangements generally uncomplicated with reasonable scope within supplier market and only limited specialisms required.		Complex or innovative commercial arrangements. Supplier market limited and/or very specialist. Multiple suppliers or complex/volatile supply or logistical chain.

				B4 Markets						Rationale

																				0

				Experienced, strong and stable market or suppliers.

Supplier resources skilled and available, with ongoing support and commitment.		Market or Suppliers generally stable and likely to meet demand.

Suppliers likely to sustain support and unlikely to withdraw.		Weak or overstretched market - unlikely to meet demand.

Suppliers unable to sustain support, withdraw or cannot meet requirements.

				B5 Category Team						Rationale

																				0

				Fully resourced and skilled team. Stable team, no recruitment issues, specialist support, e.g.. Financial/IT/Legal, in place or available when required.		Team resources generally stable with limited issues or specialist support requirements. Resource changes likely to be met adequately.		Procurement professional resources or funding not available when required. Significant resource changes likely to lead to skills gaps or disruption to key posts. No previous experience with similar purchasing.

				B6 Contract Performance						Rationale

																				0

				No service credits and no potential for invoking remedial or breach action. Meets or exceeds KPI's		Some inconsistency meeting KPI's which may have resulted in service credits or invocation of remedial or breach action, however, situation is demonstrably improving and unlikely to continue.		High level of service credits invoking remedial or breach action. Does not meet KPI's.

																				……………………………..

																				Estates Corporate Centre

																				Faster Payment

																				Fraud & Error Programme

																				Health Services

																				IT Transformation

																				PIP Implementation

																				SDEP

																				Universal Credit
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Data

		

				Question option		Score

				1		1

				2		2

				3		3

				4		4

				New Procurements

				Question		Weight		Max Question Score		Procurement/Contract Question

				A1 Reputation		1		3		Procurement/Contract

				A2 Public Service Impact		1		3		Procurement/Contract

				A3 Contract Value		0.75		4		Procurement/Contract

				A4 Operational business & commercial change		1		3		Procurement/Contract

				A5 Dependencies		1		3		Procurement/Contract

				A6 Contract Length		1		3		Contract

				A7 CD Level 1 Priority		1.5		2		Procurement/Contract

				B1 Policy / Legal		1		3		Procurement/Contract

				B2 Security		1		3		Procurement/Contract

				B3 Commercial & Supplier Delivery		1		3		Contract

				B4 Markets		1		3		Procurement/Contract

				B5 Category Team		1		3		Procurement/Contract

				B6 Time		1		3		Procurement

				B7 Specification		1		3		Procurement

				Existing Procurements

				Question		Weight		Max Question Score

				A1 Reputation		1		3

				A2 Public Service Impact		1		3

				A3 Contract Value		0.75		4

				A4 Operational business & commercial change		1		3																																												Procurement/Contract

				A5 Dependencies		1		3																																												Procurement

				A6 Remaining Contract Length		1		3																																												Contract

				A7 CD Level 1 Priority		1.5		2

				B1 Policy / Legal		1		3

				B2 Security		1		3

				B3 Commercial & Supplier Delivery		1		3

				B4 Markets		1		3

				B5 Category Team		1		3

				B6 Contract Performance		1		3



This table shows option scores for the questions and allows association of a score. The 'score' is used Scoring tab column D. Altering the Score for each question will affect both 'new' and 'existing' contracts.

New Procurements: This table shows the associated 'Weights' each question carries and the Max score any question can carry. The weights are used on the scoring tab in Column E. They can be changed here if the weights need to be amended, initially they are all equal.

The Max Question Score is used in Column G of the scoring tab, and is used to calculate the overall percentage score. As an example Question A1 has three possible answers, low, medium & high. Low is assigned the value 1, Medium = 2 and High = 3 so the maximum score for this question is 3. Question A7 only has two possible answers so the maximum score is 2.

Each question will be evaluated for Procurement, Contract or both Areas - these may be changed here.

Existing Procurements: This table shows the associated 'Weights' each question carries and the Max score any question can carry. The weights are used on the scoring tab in Column E. They can be changed here if the weights need to be amended, initially they are all equal.

The Max Question Score is used in Column G of the scoring tab, and is used to calculate the overall percentage score. As an example Question A1 has three possible answers, low, medium & high. Low is assigned the value 1, Medium = 2 and High = 3 so the maximum score for this question is 3. Question A7 only has two possible answers so the maximum score is 2.



Score_New

		

																				Procurement				Contract

				Questions		Option selected		Question Score		Question weight		Total Score		Maximum Question Score		Maximum Score Available		Area		Percentage Score		Maximum Percentage Score		Percentage Score		Maximum Percentage Score

				A1 Reputation		0		0		1		0		3		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				A2 Public Service Impact		0		0		1		0		3		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				A3 Contract Value		0		0		0.75		0		4		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				A4 Operational business & commercial change		0		0		1		0		3		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				A5 Dependencies		0		0		1		0		3		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				A6 Contract Length		0		0		1		0		3		3		Contract		0.00%		0.00%		0.00%		8.33%

				A7 CD Level 1 Priority		0		0		1.5		0		2		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				B1 Policy / Legal		0		0		1		0		3		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				B2 Security		0		0		1		0		3		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				B3 Commercial & Supplier Delivery		0		0		1		0		3		3		Contract		0.00%		0.00%		0.00%		8.33%

				B4 Markets		0		0		1		0		3		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				B5 Category Team		0		0		1		0		3		3		Procurement/Contract		0.00%		8.33%		0.00%		8.33%

				B6 Time		0		0		1		0		3		3		Procurement		0.00%		8.33%		0.00%		0.00%

				B7 Specification		0		0		1		0		3		3		Procurement		0.00%		8.33%		0.00%		0.00%

				Totals						14.25		0		42		42				0.00%		100.00%		0.00%		100.00%

				Procurement only						12.25		0		36		36

				Contract only						12.25		0		36		36

				High Override		0

				Procurement Risk Rating		0

				Contract Risk Rating		0

																		Upload the completed Risk Assessment onto ePS Bravo Solution and follow the task instructions within Programme Manager

				Check all questions answered		0		Please check you have answered all questions in Part 1 and 2



From the data tab, the corresponding value in the Score column is looked-up from the Question option.

From the data tab, the corresponding value in the Weight column is looked up from the Question.

From the data tab, the corresponding value in the Max Question Score is looked up from the Question.

From the Data tab each question is looked up to see if it should score for Procurement, Contract or both area.

Calculates the Procurement scores for each applicable question.

Calculates the Contract scores for each applicable question.

Checks to see if Contract Value > £50m & 
Contract Length > 4years & CD Level 1 priority.

Checks that all questions in each part have been answered, if not the text in the adjacent cell is displayed in the Risk Assessment.

Checks for overriding condition in C28, if true returns High otherwise tests:
Score > 70% = High
Score 70% <> 40% = Medium
Score <40% = Low

Instruction statement to appear in Risk Assessment after completion.



Score_Existing

		

				Questions		Option selected		Question Score		Question weight		Total Score		Maximum Question Score		Maximum Score Available		Percentage Score		Maximum Percentage Score

				A1 Reputation		0		0		1		0		3		3		0.00%		7.69%

				A2 Public Service Impact		0		0		1		0		3		3		0.00%		7.69%

				A3 Contract Value		0		0		0.75		0		4		3		0.00%		7.69%

				A4 Operational business & commercial change		0		0		1		0		3		3		0.00%		7.69%

				A5 Dependencies		0		0		1		0		3		3		0.00%		7.69%

				A6 Remaining Contract Length		0		0		1		0		3		3		0.00%		7.69%

				A7 CD Level 1 Priority		0		0		1.5		0		2		3		0.00%		7.69%

				B1 Policy / Legal		0		0		1		0		3		3		0.00%		7.69%

				B2 Security		0		0		1		0		3		3		0.00%		7.69%

				B3 Commercial & Supplier Delivery		0		0		1		0		3		3		0.00%		7.69%

				B4 Markets		0		0		1		0		3		3		0.00%		7.69%

				B5 Category Team		0		0		1		0		3		3		0.00%		7.69%

				B6 Contract Performance		0		0		1		0		3		3		0.00%		7.69%

				Totals						13.25		0		39		39		0.00%		100.00%

				High Override		0

				Risk Rating		0

				Check all questions answered		0		Please check you have answered all questions in Part 1 and 2

												The Contract Risk Rating shown is used to inform the level of contract management actvity required and all commercial factors should be considered.
High Level 1, Medium = Level 2, Low = Level 3.



From the data tab, the corresponding value in the Score column is looked-up from the Question option.

From the data tab, the corresponding value in the Weight column is looked up from the Question.

From the data tab, the corresponding value in the Max Question Score is looked up from the Question.

Checks to see if Contract Value > £50m & 
Remaining Contract Length > 4years & CD Level 1 priority.

Checks for overriding condition in C28, if true returns High otherwise tests:
Score > 70% = High
Score 70% <> 40% = Medium
Score <40% = Low

Checks that all questions in each part have been answered, if not the text in the adjacent cell is displayed in the Risk Assessment.
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Guidance for Completion

Purpose


The purpose of this plan is to provide the key activity and information required to effectively oversee management of a contract and has been developed to support the DWP Contract Management Framework. It should be used by staff/stakeholders who are involved in the management of the contract in conjunction with the ePS Bravo Solution workflows and the original / live contract.

Completing the Plan 


The Contract Management Plan should be completed at the contract award stage and be reviewed and updated where appropriate throughout the life of the contract. The Contract Manager should complete the plan with consideration of other key functions/stakeholders, such as Business Operations, Finance.


The Contract Manager should use the Risk Assessment tool to help inform the level of management applicable to the contract. Completion of the plan is mandatory for risk ratings of Level 1 and Level 2 and optional for Level 3, although considered good practice. Although the Risk Assessment tool provides a guide for the level of contract management activity required it is ultimately the Contract Management Team’s responsibility to decide the appropriate level to apply.

All areas of the plan should be applicable to Level 1 and possibly Level 2, though for Level 3 completion of the plan is optional. As a guide the typical characteristics for the three risk levels are shown at Annex 2.

Once completed the Contract Management Plan should be uploaded onto the ePS Bravo Solution. 


		Contract Management Plan



		Contract Title

		



		Contract Ref/UID

		 ePS Ref

		Registered File Ref

		Risk Level



		

		

		

		



		Contracts Finder Ref

		Insert reference number or web link to the published contract



		Supplier Name

		full name of supplier as stated on the contract



		Category Team 

		



		Contract Overview

		details of what the contract delivers



		Original Contract Value

		Current Contract Value

		Contract Start

		Contract End



		maximum value at start of contract, excluding variations / extensions. Include contracts that attract a nil value 

		current value including variations / extensions

		

		



		Contract Duration

		Future of Contract

		Accessible by Other OGDs



		state duration of the contract, e.g. 3yrs + 1

		state intention at the end of this period, e.g. re-let, cease

		state if the contract is accessible by OGDs, provide details



		Exit / Break Options

		as detailed in the contract, include forms used



		Completed by

		

		Date Completed/


Updated

		





		Planning



		Contract Implementation

		For newly awarded contract provide details of the activity required to implement the contract. Embed Contract Implementation Plan if used.



		Governance – Supplier Details



		Main Supplier Address

		as detailed in the contract, include the named contact



		Supplier Contacts

		name(s) and contact details for supplier personnel for this contract



		Supplier Roles & Responsibilities 

		details of supplier roles and responsibilities of personnel involved in the contract, include organisation chart



		Supplier Authorised    Contract Signatories

		details of who, from the Supplier side, can sign variations / Contract Change Notices, etc



		Sub-Contractors

		name(s) of sub-contractor (s) and the service(s) they provide, including whether they are private, 3rd sector or public sector and if they are an SME. If there is a large number embed a document containing the information





		Governance - DWP Details



		Category Team

		embed copy of Category Team Objectives and organisation chart. (This is considered good practice to support business continuity arrangements)    



		Category Manager 

		Category Manager for this contract, include contact details



		SRO

		Senior Responsible Officer for this contract, include contact details



		SCO

		Senior Contract Owner  for this contract, include contact details



		Contract Manager(s)

		DWP Contract Manager(s) for this contract, include contact details 



		Performance Manager(s)

		if different to the Contract Manager(s), include contact details including where they are within DWP



		Budget Holder

		include contact details



		Finance Business Partner

		include contact details



		Roles & Responsibilities

		details of roles and responsibilities for SRO, SCO, Contract Manager, Budget holder, etc for CD staff and those outside of CD with Contract Management Responsibility. Embed completed RACI as appropriate.   



		DWP Authorised    Contract Signatories

		details of who within DWP can sign variations / Contract Change Notes including their limits and DPA levels



		Wider Community

		Name stakeholders such as end users or contact points (include area of responsibility).  



		MCAT / IMAT & Approval E-mail

		embed copy of approvals including for extensions / variations



		Governance Structure

		embed copy of Governance Boards, escalation routes.





		People and Resources



		Skilled Resource

		Details of allocation of staff resource, knowledge transfer.



		Wider Community

		Details of how end users are informed of the provision of the contract and how ends users can access the contract       





		Contract Administration



		Contract Storage

		location of hard copy of contract/Registered File/Contract Change Notice, etc



		Order Process                   (if applicable)

		details of process for call offs, orders, commercial vehicles, demand management process



		Contract Changes


(CCNs/variations)

		details of process for managing contract changes, variations, with version control and confirmation of electronic versions of contract (where value £10k and above) on the ePS Bravo Solution

details of any major variations / extensions





		MI Reporting 

		details of schedule for supplier performance meetings, key contract milestones, MI reporting, alerts for contract termination





		Delivery – Managing Relationships



		Supplier Meetings 

		details of supplier meetings, regularity and attendees, include changes in supplier personnel if applicable 



		Stakeholder Communications 

		details of communications between the Contract Manager, supplier and other stakeholders (users of the contract and others such as technical experts) 



		Stakeholder Engagement

		details of how internal stakeholders are engaged to ensure the supplier’s performance against contractual obligations, include process for capturing service quality and user satisfaction/feedback



		Problem / Dispute


Resolution

		details of problem / dispute resolution / escalation process and how it is ensured the process is followed





		Managing Performance



		Reporting / MI arrangements

		include how any information received from the supplier is validated



		VfM / Benefits Realisation

		include any benefits to be realised through the introduction of this contract and how these are being monitored. Also include any vfm obtained through ongoing contract management.



		KPI/SLAs

		Details of how the KPIs/SLAs contained in the contract are monitored 



		Contact Points

		contact points provided to service users both within the supplier organisation and Category Team, include contact points provided by service users



		Business Requirements 

		details of process for capturing  changes in user requirements



		Performance Management

		details of how this will be managed including where performance management is conducted outside of Commercial Directorate



		Supplier Feedback 

		details of how feedback is given to supplier on their performance, include how end users are involved in the assessment of supplier performance where relevant



		Contractual Obligations

		See  Annex 1





		Payments & Incentives



		Payment Process

		details of payment mechanism, include incentives, penalties, and non standard charges



		Payment Validation 

		include checks and authorisation process for paying invoices



		Budget Allocation 

		include how delivery and contract management costs are mapped against budgets and allocated



		Cost Reduction  

		include details of changes in costs as a result of benchmarking/ market testing and vfm



		Service Credits

		include how service credits or equivalent mechanisms are managed



		Financial /


Non-financial Incentives

		include appropriate checks and approval process and details of how these are monitored



		Open Book

		if Open Book accounting applies include how the process is managed





		Managing Risk



		Risk Governance

		details of risk management process, include escalation and reporting routes for risk governance, include how it is ensured that the process is followed 



		Risk Register

		embed contractual risk register and update throughout the contract 



		Contingency Plans

		details of procedure to handle supplier failure and exit strategies



		Supplier Stability

		details of supplier’s financial health and business performance, including


the use of credit rating agencies



		Assurance

		details of the assurance sources available within this contract.





		Contract Development  



		Contract Changes (VFM) 

		include controls to demonstrate that contract changes offer vfm



		VFM Testing

		include process for testing that existing services offer vfm, e.g. market testing, benchmarking



		Contract Review

		include details changes to contract from contract review to meet evolving business needs



		New Services

		details of process for introduction of new services under the contract, include details of market testing where appropriate





Annex 1 - Contractual Obligations


		Contract Reference

		Obligation

		Who Provides and Frequency (DWP or Supplier)

		Assurance

(who provides and how)



		

		

		

		



		Provision of Properties



		

		

		

		



		

		

		

		



		Provision of Assets and IPR



		

		

		

		



		

		

		

		



		Provision of Personnel



		

		

		

		



		

		

		

		



		Charges, Prices and Other Financial Provisions



		

		

		

		



		

		

		

		



		Warranties and Standards



		

		

		

		



		

		

		

		



		Remedies and Liabilities



		

		

		

		



		

		

		

		



		Miscellaneous



		

		

		

		



		

		

		

		



		Contract Specific



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Annex 2: Contract Management Risk Levels


Below are characteristics of the type of activities and authority levels required for effective contract management at the different risk assessment levels. These are not definitive and the Contract Management Team should apply their judgement and knowledge to decide what is required. 

		Risk Assessment Level



		Level 1

		Level 2

		Level 3



		Planning & Governance 



		· Governance SCS/G5– monthly meetings.


· Contract Management  Oversight board 


· Crown Representatives


· Cross Government


· RACI – mandated


· Contract Management Plan (mandatory)

		· Governance G6/G7/SEO – monthly meetings


· Contract Management  Oversight boar


· RACI – (mandatory)


· Contract Management Plan (mandatory)




		· Governance SEO/HEO


· RACI – optional


· Contract Management Plan (optional) recommended as best practice where appropriate, although not mandatory for contract values below EU Threshold, or for the Adhoc Procurement Team.



		People & Resources



		Contract Management Team fully resourced with appropriate level of skills and experience.

		Contract Management Team with range of skills and experience, however, must have a skilled experienced Contract Manager 

		Contract management team/sole Contracts Manager with range of skills and experience.



		Contract Administration



		· Contract uploaded onto ePS (mandatory)


· Large scale change control process

		· Contract uploaded onto ePS (mandatory)

· Large scale change control process

		· Contract uploaded onto ePS (mandatory if above £10,000)


· Change control process 



		Managing Relationships



		· Senior Contract Manager G6/G/SEO responsible for supplier issues escalated.


· Crown Representative


· Weekly/fortnightly/monthly meetings as appropriate 

		· Senior management (priority to contracts that provide higher operational risk)


· Weekly/fortnightly/monthly as appropriate 

		· Contract Manager/Performance Manager responsible for day to day relationship / first point of contact.


· Meetings as per contract requirements.



		Managing Performance



		· Initial Contract Performance Review (ICPR) – determine progress on contract since go live.


· Weekly telekit for operational issues


· Monthly Supplier meetings –G6/G7/SEO chair with supplier. 


· Quarterly strategic supplier review - G6 chair with G7, SEO, HEO, Business Representatives and Supplier.




		· Initial Contract Performance Review (ICPR) – determine progress on contract since go live.


· Weekly / monthly telekit for operational issues.


· Monthly Supplier meetings – G6/G7/SEO chair with supplier. 


· Quarterly Supplier review – G6/G7/SEO chair with Business Representatives and Supplier




		· Initial Contract Performance Review (ICPR) – determine progress on contract since go live where appropriate.


· Monthly supplier report at start of contract then to move to quarterly reports.






		· Annual contract review comprehensive assessment


· Senior Contract Manager/Performance Manager G6/G7/SEO, responsible for supplier issues


· Supplier development, Business Representatives and Supplier.




		· Annual contract review comprehensive assessment


· Senior Contract Manager /Performance Manager G6/G7/SEO to manage supplier monthly MI reports & responsible for day to day running.

		· Annual Contract Review where appropriate 


· Contract Manager/Performance Manager  SEO/HEO, responsible for supplier issues 





		Payments & Incentives



		· Details of payment mechanism, including checks and authorisation process for paying invoices.

		· Details of payment mechanism, including checks and authorisation process for paying invoices.

		· Details of payment mechanism, including checks and authorisation process for paying invoices.



		· Open Book if appropriate 


· Financial and non financial incentives.

		· Financial and non financial incentives.

		· Financial and non financial incentives.



		Managing Risk



		· Reputational


· Operational (Service & Delivery) or product failure risk.


· Financial risk


· Data security risk


· As per risk register




		· Reputational


· Operational (Service & Delivery) or product failure risk.


· Financial risk


· Data security risk


· As per risk register

		· Reputational


· Operational (Service & Delivery) or product failure risk.


· Financial risk


· Data security risk


· As per risk register



		Contract Development



		· Market Testing of existing/new services to ensure offers  Value for Money


· Contract Exit plan  (mandatory) requiring early stakeholder engagement 

		· Market Testing of existing/new services to ensure offers  Value for Money


· Contract Exit plan  (mandatory) requiring early stakeholder engagement




		· Contract Exit plan  (optional), requiring sufficient time to engage stakeholders
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Guidance for Completion


Purpose


The purpose of this plan is to provide the key activity and information required to effectively oversee management of a contract and has been developed to support the DWP Contract Management Framework. It should be used by staff/stakeholders who are involved in the management of the contract in conjunction with the ePS Bravo Solution workflows and the original / live contract.


Completing the Plan 


The Contract Management Plan should be completed at the contract award stage and be reviewed and updated where appropriate throughout the life of the contract. The Contract Manager should complete the plan with consideration of other key functions/stakeholders, such as Business Operations, Finance.


The Contract Manager should use the Risk Assessment tool to help inform the level of management applicable to the contract. Completion of the plan is mandatory for risk ratings of Level 1 and Level 2 and optional for Level 3, although considered good practice. Although the Risk Assessment tool provides a guide for the level of contract management activity required it is ultimately the Contract Management Team’s responsibility to decide the appropriate level to apply.


All areas of the plan should be applicable to Level 1 and possibly Level 2, though for Level 3 completion of the plan is optional. As a guide the typical characteristics for the three risk levels are shown at Annex 1.

Once completed the Contract Management Plan should be uploaded onto the ePS Bravo Solution. 


		Contract Management Plan for use with Bravo



		Contract Title

		



		Contract Ref/UID

		 ePS Ref

		Registered File Ref

		Risk Level



		

		

		

		



		Contracts Finder Ref

		Insert reference number or web link to the published contract



		Supplier Name

		full name of supplier as stated on the contract



		Category Team 

		



		Contract Overview

		details of what the contract delivers



		Original Contract Value

		Current Contract Value

		Contract Start

		Contract End



		maximum value at start of contract, excluding variations / extensions. Include contracts that attract a nil value 

		current value including variations / extensions

		

		



		Contract Duration

		Future of Contract

		Accessible by Other OGDs



		state duration of the contract, e.g. 3yrs +1

		state intention at the end of this period, e.g. re-let, cease

		state if the contract is accessible by OGDs, provide details



		Completed by

		

		Date Completed/


Updated

		





		Governance 



		Category Team

		embed copy of Category Team Objectives and organisation chart. (This is considered good practice to support business continuity arrangements)    



		Category Manager 

		Category Manager for this contract, include contact details



		SRO

		Senior Responsible Officer for this contract, include contact details



		SCO

		Senior Contract Owner  for this contract, include contact details



		Contract Manager(s)

		DWP Contract Manager(s) for this contract, include contact details 



		Performance Manager(s)

		if different to the Contract Manager(s), include contact details including where they are within DWP



		Budget Holder

		include contact details



		Finance Business Partner

		include contact details



		DWP Authorised    Contract Signatories

		details of who within DWP can sign variations / Contract Change Notes including their limits and DPA levels



		Wider Community

		Name stakeholders such as end users or contact points (include area of responsibility)



		MCAT / IMAT & Approval E-mail

		embed copy of approvals including for extensions / variations



		Governance Structure

		embed copy of Governance Boards, escalation routes.





		People and Resources



		Skilled Resource

		details of allocation of staff resource, knowledge transfer



		Wider Community

		details of how contract service delivery and performance will be communicated





		Contract Administration



		Contract Storage

		location of hard copy of contract/Registered File/Contract Change Notices, etc.



		Order Process


 (if applicable)

		details of process for call offs, orders, commercial vehicles, demand management process



		Contract Changes


(CCNs/variations)

		details of any major variations / extensions





		Managing Relationships



		Stakeholder Engagement

		details of how internal stakeholders are engaged to ensure the supplier’s performance against contractual obligations, include process for capturing service quality and user satisfaction



		Problem Resolution

		details of how problem resolution / escalation process is applied





		Managing Performance



		Reporting / MI arrangements

		include how any information received from the supplier is validated



		KPIs/SLAs

		details of how the KPIs/SLAs contained in the contract are to be monitored



		Business Requirements 

		details of process for capturing changes in user requirements



		Performance Management & Supplier Feedback

		how is performance managed and details of how feedback is given to supplier on their performance, include how end users are involved in the assessment of supplier performance where relevant





		Payments & Incentives



		Payment Process

		details of payment mechanism


include incentives, penalties, and non standard charges



		Payment Validation 

		include checks and authorisation process for paying invoices





		Financial /


Non-financial Incentives

		include appropriate checks and approval process



		Open Book

		if applicable include how the process is managed





		Managing Risk



		Risk Governance

		details of risk management process, include escalation and reporting routes for risk governance





		Contract Development  



		Contract Changes (VFM) 

		include controls to demonstrate that contract changes offer VFM



		VFM Testing & Cost Reduction

		include process for testing that existing services offer vfm, e.g. market testing, benchmarking



		Contract Review

		include details changes to contract from contract review to meet evolving business needs



		New Services

		details of process for introduction of new services under the contract, include details market testing where appropriate





Annex 1: Contract Management Risk Levels


Below are characteristics of the type of activities and authority levels required for effective contract management at the different risk assessment levels. These are not definitive and the Contract Management Team should apply their judgement and knowledge to decide what is required. 

		Risk Assessment Level



		Level 1

		Level 2

		Level 3



		Planning & Governance 



		· Governance SCS/G5– monthly meetings.


· Contract Management  Oversight board 


· Crown Representatives


· Cross Government


· RACI – mandated


· Contract Management Plan (mandatory)

		· Governance G6/G7/SEO – monthly meetings


· Contract Management  Oversight boar


· RACI – (mandatory)


· Contract Management Plan (mandatory)




		· Governance SEO/HEO


· RACI – optional


· Contract Management Plan (optional) recommended as best practice where appropriate, although not mandatory for contract values below EU Threshold, or for the Adhoc Procurement Team.



		People & Resources



		Contract Management Team fully resourced with appropriate level of skills and experience.

		Contract Management Team with range of skills and experience, however, must have a skilled experienced Contract Manager 

		Contract management team/sole Contracts Manager with range of skills and experience.



		Contract Administration



		· Contract uploaded onto ePS (mandatory)


· Large scale change control process

		· Contract uploaded onto ePS (mandatory)

· Large scale change control process

		· Contract uploaded onto ePS (mandatory if above £10,000)


· Change control process 



		Managing Relationships



		· Senior Contract Manager G6/G/SEO responsible for supplier issues escalated.


· Crown Representative


· Weekly/fortnightly/monthly meetings as appropriate 

		· Senior management (priority to contracts that provide higher operational risk)


· Weekly/fortnightly/monthly as appropriate 

		· Contract Manager/Performance Manager responsible for day to day relationship / first point of contact.


· Meetings as per contract requirements.



		Managing Performance



		· Initial Contract Performance Review (ICPR) – determine progress on contract since go live.


· Weekly telekit for operational issues


· Monthly Supplier meetings –G6/G7/SEO chair with supplier. 


· Quarterly strategic supplier review - G6 chair with G7, SEO, HEO, Business Representatives and Supplier.




		· Initial Contract Performance Review (ICPR) – determine progress on contract since go live.


· Weekly / monthly telekit for operational issues.


· Monthly Supplier meetings – G6/G7/SEO chair with supplier. 


· Quarterly Supplier review – G6/G7/SEO chair with Business Representatives and Supplier




		· Initial Contract Performance Review (ICPR) – determine progress on contract since go live where appropriate.


· Monthly supplier report at start of contract then to move to quarterly reports.






		· Annual contract review comprehensive assessment


· Senior Contract Manager/Performance Manager G6/G7/SEO, responsible for supplier issues


· Supplier development, Business Representatives and Supplier.




		· Annual contract review comprehensive assessment


· Senior Contract Manager /Performance Manager G6/G7/SEO to manage supplier monthly MI reports & responsible for day to day running.

		· Annual Contract Review where appropriate 


· Contract Manager/Performance Manager  SEO/HEO, responsible for supplier issues 





		Payments & Incentives



		· Details of payment mechanism, including checks and authorisation process for paying invoices.

		· Details of payment mechanism, including checks and authorisation process for paying invoices.

		· Details of payment mechanism, including checks and authorisation process for paying invoices.



		· Open Book if appropriate 


· Financial and non financial incentives.

		· Financial and non financial incentives.

		· Financial and non financial incentives.



		Managing Risk



		· Reputational


· Operational (Service & Delivery) or product failure risk.


· Financial risk


· Data security risk


· As per risk register




		· Reputational


· Operational (Service & Delivery) or product failure risk.


· Financial risk


· Data security risk


· As per risk register

		· Reputational


· Operational (Service & Delivery) or product failure risk.


· Financial risk


· Data security risk


· As per risk register



		Contract Development



		· Market Testing of existing/new services to ensure offers  Value for Money


· Contract Exit plan  (mandatory) requiring early stakeholder engagement 

		· Market Testing of existing/new services to ensure offers  Value for Money


· Contract Exit plan  (mandatory) requiring early stakeholder engagement




		· Contract Exit plan  (optional), requiring sufficient time to engage stakeholders
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Version Control

														Commercial Directorate

														RACI Template

				Title:				RACI				Category:		Contract Management



				Version number				v.01



				Date:				10/31/14



				Standard notes



				1		A RACI is a key supporting process/document of the						Contract Implementation Plan and Contract Management Plan.

				2		This document provides a template for a RACI, though should be adapted if required to meet the needs of a specific contract. 

				3		If you have any questions please contact: 				COMMERCIAL.ASSURANCETEAM@DWP.GSI.GOV.UK



				Aims and objectives                                                                                     				This document provides a template RACI for the roles and responsibilities based on the CD DWP Contract Management Framework.

								A RACI identifies key job roles/people who will be Responsible, Accountable, should be Consulted and who should be Informed for each activity undertaken as part of contract management.

				Timing				A RACI should be completed during transition stage from contract award to contract implementation and is included as part of the activity in a Contract Implementation Plan and also supports the Contract Management Plan.

				Governance				The RACI should be completed by the Contract Manager in liaison with the Senior Contract Owner and the Commercial Category Manager.



mailto:COMMERCIAL.ASSURANCETEAM@DWP.GSI.GOV.UK

RACI

		CONTRACT MANAGEMENT ASSIGNMENT MATRIX				Senior Responsible Owner (SRO)		Senior Contract Owner (SCO)		Commercial Category Manager (CCM)		Contract Manager		Procurement Lead		Performance Manager		Finance Business Partner		Finance Validation Team		DWP Legal Group		Technical Experts		Supplier		End Users		Other		Other

		The Responsible, Accountable, Consulted and Informed Matrix (RACI) describes roles and activities for individuals or groups involved in the contract management process. Roles, people and teams are specified along the horizontal axis and activities/products are specified along the vertical axis. NB: An individual can be Responsible and Accountable for the same activity, however only one individual can be Accountable for any activity.

		Insert name of stakeholder below each role																																Clarifications

		Contract Management Activity

		1. Planning & Governance

		(a)		Ensure that there is a planned transition from the contract award stage to the contract implementation phase.		R				A		R		R

		(b)		Ensure that SRO and Budget Holder responsibilities are clearly understood.														R

		(c) 		Appoint a Senior Contract Owner (SCO) and ensure responsibilities are clearly understood.

		(d)		Define clear contract management processes, complete & implement a contract management plan.								R

		(e) 		Ensure appropriate governance is in place including management boards, review groups & risk structures (commercials).								R

		(f)		Ensure appropriate governance is in place including management boards, review groups & risk structures (operations).

		(g)		Ensure contract management issues and performance is reported through the governance structure with senior level engagement. 								R

		(h)		Ensure that changes in demand, service profiles or DWP strategies are considered early and that the appropriate action is taken to avoid a discontinuity between the contract and business requirements.								R

		2. People

		(a)		Ensure the contract is managed by an appropriate Contract Manager and skilled resource (with recognised contract management skills).						A/R

		(b)		Ensure that the contract is managed by an appropriate Performance Manager and skilled resource (with recognised performance management skills).

		(c) 		Contract Managers & Contract Management Teams have accurate job descriptions, clear objectives and reporting lines and performance is managed through reviews / appraisals.						A/R		R

		(d)		Performance Managers & Performance Teams have accurate job descriptions clear objectives and reporting lines and performance is managed through reviews / appraisals.

		3. Contract Administration

		(a)		Ensure accountability for day to day management of commercial and legal aspects of the contract through to payment.								R

		(b)		Ensure that procedures to deal with contract administration, change control, negotiations or variations to the contract are in place and adhered to, including Registered Files and ePS Bravo Solution.								R

		(c) 		Resolve problems, non-compliance or disputes and escalate as appropriate, in accordance with Dispute Resolution procedures.								R

		(d)		Ensure price adjustments made are in accordance with the agreed mechanism or otherwise tested to ensure value for money i.e. benchmarking								R

		(e) 		Plan for contract termination/exit strategy or other key milestones within the contract.								R

		4. Managing Relationships

		(a)		Ensure the Contract Manager has clear visibility of well structured roles and responsibilities on the supplier side.								R

		(b)		Manage the day to day relationship with the supplier, first point of escalation for operational management issues. Regular effective, structured and informal communicating routes are in place.

		(c) 		Manage the day to day relationship with the supplier, first point of escalation for commercial management issues. Regular effective, structured and informal communicating routes are in place.								R

		(d)		Ensure delivery of contract outcomes.

		(e) 		Develop mechanisms to ensure that service quality and user satisfaction is captured and used to manage and improve performance.								R

		(f)		Work closely with internal stakeholders to ensure satisfaction with the supplier's performance against contract provisions.								R

		(g)		Ensure adequate controls, management and access to assets created, managed or acquired on behalf of DWP, including intellectual property.								R

		5. Managing Performance

		(a)		Measure, collate and report (MI) contract and supplier performance using KPIs or SLAs defined contractually.

		(b)		Ensure that clear, objective and meaningful performance metrics are agreed with the Supplier								R

		(c) 		Ensure that Supplier performance is measured and assessed using the agreed performance metrics.

		(d)		Ensure that problem resolution processes which impact on performance delivery are being adhered to.

		(e) 		Ensure that problem resolution processes which impact on commercial performance are being adhered to.								R

		(f)		Where appropriate user compliance against performance deliverables is monitored and managed to ensure operational effectiveness.

		(g)		Where appropriate user compliance with the contract is monitored and managed to ensure value for money.								R

		(h)		There are formal performance reviews with suppliers, and where appropriate, documented improvement plans agreed to cover operational issues.

		(i)		There are formal performance reviews with suppliers, covering key contractual arrangements and where appropriate documented improvement plans agreed.								R

		6. Payments & Incentives

		(a)		Payment mechanisms are documented, are clear and well understood by all parties.								R						R

		(b)		Appropriate checks and authorisation processes are in place to pay invoices.								R						R		R

		(c) 		The costs of the services delivered and contract management costs are mapped against budgets and allocated appropriately.														R

		(d)		Payment changes after the contract is let, e.g. contract variations are made using contractual provisions and demonstrated to provide value for money.								R

		 (e) 		Incentive structures relate clearly to desired outcomes and are well managed and governed, with appropriate checks and approval.								R

		(f)		Ensure that service credits are well managed and governed.								R

		7. Managing Risk

		(a)		Systematically manage contractual risk, taking appropriate mitigating actions and escalating as required by DWP's risk management process.								R						R		R

		(b)		Develop and own business continuity plans covering short, medium or long term service disruption.								R

		(c) 		Contractual terms around security and confidentiality are understood and monitored including BPSS, ERIS.								R

		(d)		The contract manager monitors the suppliers financial health and business performance (including the use of credit rating agencies).								R

		8. Contract Development

		(a)		The contract is regularly reviewed and updated to ensure it meets evolving business needs.								R

		(b)		Where appropriate, value for money testing of existing services takes place through benchmarking or other processes.								R

		(c) 		There are processes to cover the introduction of new services (if within the scope of the contract) under the contract including market testing where necessary.								R





																																																												Allowed Inputs

																																																												R

																																																												A

																																																												C

																																																												I

																																																												N/A

																																																												A/R

																																																												C/I



&P of &N	


http://intralink.link2.gpn.gov.uk/1/corp/sites/finance/financeandcommercial/financialmanagement/guidance/finance-manual-a-z/dwp_t809539.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/financeandcommercial/financialmanagement/guidance/finance-manual-a-z/dwp_t809531.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/financeandcommercial/financialmanagement/guidance/finance-manual-a-z/dwp_t808998.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/financeandcommercial/financialmanagement/guidance/finance-manual-a-z/dwp_t809540.asp

Guidance

				Completion Notes				Responsible

				The tasks detailed in this document provide the key roles and activities against a number of individuals or groups involved in the contract management process across DWP. Completion of the RACI is mandatory for contracts identified from the Risk Assessment toolwith a risk rating of Level 1 and Level 2 and is considered best practice for Level 3 contracts.

Roles of Responsible, Accountable, Consulted or Informed and activities must be identified as part of the Contract Implementation Plan.

The tasks listed on the template (RACI tab) are the key requirements of effective contract management to be allocated to a job role. Additional tasks and stakeholders may be added if required by the needs of the specific contract.

Complete this document by choosing the appropriate letter (R), (A) (C) (I) from the drop down list against each activity. The table will automatically complete and colour the cell. 

				Responsible applies to the role, person or team who performs the work. In other words the ‘doer’ of the task or activity. The person who is Responsible need not be accountable for that task, even though in some instances the same person can be both Responsible’ and Accountable. The degree of responsibility can vary and multiple roles can share the responsibility of a single task. Also the responsibility can be delegated by the role to another role. Using the RACI matrix you can see if a role has too many or too few responsibilities and try to adjust the workload.



								Accountable

								Accountable applies to the role, person or team who has the final authority and accountability to a given task. For any given task, there is only one role/person accountable. This accountability cannot be delegated to other roles, person or team.

				To assist in completing this RACI an example of the roles showing Accountabe and Responsible is provided in the attached document.

								Consulted  

								Consulted applies to the role, person or team who are consulted and their advice obtained before and during performing the task. When there are many people who are assigned as Consulted roles, the time taken to accomplish the task increases. Conversely too few or no Consulted roles assigned to a task could result in the task being under performed .

								Informed

								Informed applies to the role, person  or team who are informed after the task is successfully completed. You need to assign the Informed roles effectively to prevent mis-communication and delays.  If too many roles are Informed after a completed task, you may need to review future activity or minimise on the number of Informed roles.
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Contract Management Roles and Responsibilities





The aim of this document is to describe the main roles and responsibilities typically required for effective contract management within DWP.  It is not intended to be an exhaustive list of the functions as each contract will be resourced on its own merits, though it will provide the necessary detail to inform the establishment of a core contract management “team” to provide consistent and effective contract management. 


The Contract Management “Team” can be a combination of key stakeholders all working together to get the maximum performance/return on the contract. These will include commercial colleagues, Senior Responsible Officer, Finance Business Partner, etc.  


[bookmark: _GoBack]Its use should be proportionate as each contract should be assessed in terms of its size, complexity and level of risk and tailor the roles accordingly. The insert link Risk Assessment tool can assist in determining proportionality. For smaller and less complex contracts it may be appropriate to combine roles whereas separate roles are likely to be required for large, complex and high risk contracts.


Additional roles and activities may be inserted as required. This document has not attempted to capture roles that may be consulted (C) or informed (I) on the RACI template.


			


			Role


			Responsibilities


			Skills & experience





			1


			Senior Responsible Owner (SRO)


			· Ensure that there is a planned transition from the contract award stage to the contract implementation phase.


· Ensure that SRO and Budget Holder responsibilities are clearly understood. (A)


· Appoint a Senior Contract Owner (SCO) and ensure responsibilities are clearly understood. (A/R)


			· The most senior officer who is accountable for ensuring that a programme adheres to robust financial management disciplines in meeting the delivery objectives.


· Have a good understanding of the business and commercial issues associated with the contract


· Able to establish a strong direction and a persuasive future vision


· Be proactive and visible as the driving force behind the project or programme


· Builds core capability within the contract management team


· Be aware of when contract assurance reviews should take place throughout the contract life cycle


· Effective leadership, interpersonal and communication skills


· Able to interpret strategy and policy into contract deliverables/ capability


· Able to negotiate and influence stakeholders within and outside the contract


· Able to apply risk assessment and management principles and processes


· Able to manage multi functional teams/expertise and specialists











			2


			Senior Contract Owner (SCO)


			· Ensure appropriate governance is in place including management boards, review groups & risk structures (operations). (A)


· Ensure contract management issues and performance is reported through the governance structure with senior level engagement. (A)


· Ensure that changes in demand, service profiles or DWP strategies are considered early and that the appropriate action is taken to avoid a discontinuity between the contract and business requirements. (A)


· Ensure that the contract is managed by an appropriate Performance Manager and skilled resource (with recognised performance management skills). (A/R)


· Performance Managers & Performance Teams have accurate job descriptions clear objectives and reporting lines and performance is managed through reviews / appraisals. (A/R)


· Resolve problems, non-compliance or disputes and escalate as appropriate, in accordance with Dispute Resolution procedures. (A)


· Ensure price adjustments made are in accordance with the agreed mechanism or otherwise tested to ensure value for money i.e. benchmarking (A)


· Manage the day to day relationship with the supplier, first point of escalation for operational management issues. Regular effective, structured and informal communicating routes are in place. (A)


· Ensure delivery of contract outcomes. (A)


· Develop mechanisms to ensure that service quality and user satisfaction is captured and used to manage and improve performance. (A)


· Work closely with internal stakeholders to ensure satisfaction with the supplier's performance against contract provisions. (A)


· Measure, collate and report (MI) contract and supplier performance using KPI's or SLA's defined contractually. (A)


· Ensure that Supplier performance is measured and assessed using the agreed performance metrics. (A)


· Ensure that problem resolution processes which impact on performance delivery are being adhered to. (A)


· Where appropriate user compliance against performance deliverables is monitored and managed to ensure operational effectiveness. (A)


· There are formal performance reviews with suppliers, documented improvement plans agreed to cover operational issues. (A)


· Payment mechanisms are documented, are clear and well understood by all parties. (A)


· Appropriate checks and authorisation processes are in place paying for invoices. (A)


· The costs of the services delivered and contract management costs are mapped against budgets and allocated appropriately. (A)


			· The head of the business area where the contracts resides (often but not always the Senior Responsible Owner).


· Have a good understanding of the business and commercial issues associated with the contract


· Able to establish a strong direction and a persuasive future vision


· Be proactive and visible as the driving force behind the project or programme


· Builds core capability within the contract management team. Be aware of when contract assurance (same as before) reviews should take place throughout the contract life cycle


· Effective leadership, interpersonal and communication skills


· Able to interpret strategy and policy into contract deliverables/ capability


· Working with, and through, Commercial colleagues, be able to negotiate and influence stakeholders within and outside the contract


· Able to apply risk assessment and management principles and processes


· Able to manage multi functional teams/expertise and specialists





			3


			Commercial Category Manager


			· Ensure that there is a planned transition from the contract award stage to the contract implementation phase. (A)


· Define clear contract management processes, complete & implement a contract management plan. (A)


· Ensure appropriate governance is in place including management boards, review groups & risk structures (commercials). (A)


· Ensure the contract is managed by an appropriate Contract Manager and skilled resource (with recognised contract management skills). (A/R)


· Contract Managers & Contract Management Teams have accurate job descriptions, clear objectives and reporting lines and performance is managed through reviews / appraisals. (A/R)


· Ensure accountability for day to day management of commercial and legal aspects of the contract through to payment. (A)


· Ensure that procedures to deal with contract administration, change control, negotiations or variations to the contract are in place and adhered to, including Registered Files and ePS Bravo Solution. (A)


· Plan for contract termination/exit strategy or other key milestones within the contract. (A)


· Ensure the Contract Manager has clear visibility of well-structured roles and responsibilities on the supplier side. (A)


· Manage the day to day relationship with the supplier, first point of escalation for commercial management issues. Regular effective, structured and informal communicating routes are in place. (A)


· Ensure adequate controls, management and access to assets created, managed or acquired on behalf of DWP, including intellectual property. (A)


· Ensure that clear, objective and meaningful performance metrics are agreed with the Supplier (A)


· Ensure that problem resolution processes which impact on commercial performance are being adhered to. (A)


· Where appropriate user compliance with the contract is monitored and managed to ensure value for money. (A)


· Payment changes after the contract is let, e.g. contract variations are made using contractual provisions and demonstrated to provide value for money. (A)


· Incentive structures relate clearly to desired outcomes and are well managed and governed, with appropriate checks and approval. (A)


· Ensure that service credits are well managed and governed. (A)


· Systematically manage contractual risk, taking appropriate mitigating actions and escalating as required by DWP's risk management process. (A)


· Develop and own business continuity plans covering short, medium or long term service disruption. (A)


· Contractual terms around security and confidentiality are understood and monitored including BPSS, ERIS. (A)


· The contract manager monitors the supplier’s financial health and business performance (including the use of credit rating agencies). (A)


· The contract is regularly reviewed & updated to ensure it meets evolving business needs. (A)


· Where appropriate, value for money testing of existing services takes place through benchmarking or other processes. (A)


· There are processes to cover the introduction of new services (if within the scope of the contract) under the contract including market testing where necessary. (A)


			· Able to establish a strong direction and a persuasive future vision responsible for the overall category management process.


· Effective leadership, interpersonal and communication skills working closely with the Senior Contract Holder.


· Network effectively, negotiate well and influence people, broker relationships with stakeholders and suppliers


· Knowledge of and familiarity of commercial contract management


· Able to negotiate and influence stakeholders within and outside the contract.


· Ability to command respect and to create a sense of community amongst the disparate members of the contract management team


· Knowledge and familiarity with the DWP Contract Management Framework 


· Financial & Commercial awareness


· Member of CIPS








			4


			Contract Manager


			· Ensure that there is a planned transition from the contract award stage to the contract implementation phase. (R)


· Define clear contract management processes, complete & implement a contract management plan. (R)


· Ensure appropriate governance is in place including management boards, review groups & risk structures (commercials). (R)


· Ensure contract management issues and performance is reported through the governance structure with senior level engagement. (R)


· Ensure that changes in demand, service profiles or DWP strategies are considered early and that the appropriate action is taken to avoid a discontinuity between the contract and business requirements. (R)


· Contract Managers & Contract Management Teams have accurate job descriptions, clear objectives and reporting lines and performance is managed through reviews / appraisals. (R)


· Ensure accountability for day to day management of commercial and legal aspects of the contract through to payment. (R)


· Ensure that procedures to deal with contract administration, change control, negotiations or variations to the contract are in place and adhered to, including Registered Files and ePS Bravo Solution. (R)


· Resolve problems, non-compliance or disputes and escalate as appropriate, in accordance with Dispute Resolution procedures. (R)


· Ensure price adjustments made are in accordance with the agreed mechanism or otherwise tested to ensure value for money i.e. benchmarking (R)


· Plan for contract termination/exit strategy or other key milestones within the contract. (R)


· Ensure the Contract Manager has clear visibility of well-structured roles and responsibilities on the supplier side. (R)


· Manage the day to day relationship with the supplier, first point of escalation for commercial management issues. Regular effective, structured and informal communicating routes are in place. (R)


· Develop mechanisms to ensure that service quality and user satisfaction is captured and used to manage and improve performance. (R)


· Work closely with internal stakeholders to ensure satisfaction with the supplier's performance against contract provisions. (R)


· Ensure adequate controls, management and access to assets created, managed or acquired on behalf of DWP, including intellectual property. (R)


· Ensure that clear, objective and meaningful performance metrics are agreed with the Supplier (R)


· Ensure that problem resolution processes which impact on commercial performance are being adhered to. (R)


· Where appropriate user compliance with the contract is monitored and managed to ensure value for money. (R)


· There are formal performance reviews with suppliers, covering key contractual arrangements and where appropriate documented improvement plans agreed. (R)


· Payment mechanisms are documented, are clear and well understood by all parties. (R)


· Appropriate checks and authorisation processes are in place to pay invoices. (R)


· Payment changes after the contract is let, e.g. contract variations are made using contractual provisions and demonstrated to provide value for money. (R)


· Incentive structures relate clearly to desired outcomes and are well managed and governed, with appropriate checks and approval. (R)


· Ensure that service credits are well managed and governed. (R)


· Systematically manage contractual risk, taking appropriate mitigating actions and escalating as required by DWP's risk management process. (R)


· Develop and own business continuity plans covering short, medium or long term service disruption. (R)


· Contractual terms around security and confidentiality are understood and monitored including BPSS, ERIS. (R)


· The contract manager monitors the supplier’s financial health and business performance (including the use of credit rating agencies). (R)


· The contract is regularly reviewed & updated to ensure it meets evolving business needs. (R)


· Where appropriate, value for money testing of existing services takes place through benchmarking or other processes. (R)


· There are processes to cover the introduction of new services (if within the scope of the contract) including market testing where necessary. (R)


			· Effective leadership, interpersonal and communication skills


· Network effectively, negotiate well and influence people, identify (and broker relationships with) key stakeholders and suppliers


· Knowledge of commercial contract management


· Ability to command respect and to create a sense of community amongst the disparate members of the contract management team


· Good written communication skills to produce comprehensive reports and commercial briefings for senior stakeholders


· Experience of managing contract changes /variations & risk & issue management


· A sound understanding of the DWP’s Contract Management Framework 


· Financial & Commercial awareness


· Member of CIPS

















			5


			Procurement Lead


			· Ensure that there is a planned transition from the contract award stage to the contract implementation phase. (R)


			





			6


			Finance Business Partner


			· Ensure that SRO and Budget Holder responsibilities are clearly understood. (R)


· Payment mechanisms are documented are clear and well understood by all parties. (R)


· Appropriate checks and authorisation processes are in place to pay invoices. (R)


· The costs of the services delivered and contract management costs are mapped against budgets and allocated appropriately. (R)


· Systematically manage contractual risk, taking appropriate mitigating actions and escalating as required by DWP's risk management process. (R)


			





			7


			Finance Validation Team


			· Appropriate checks and authorisation processes are in place to pay invoices. (R)


· Systematically manage contractual risk, taking appropriate mitigating actions and escalating as required by DWP's risk management process. (R)


			





			8


			Performance Manager


			· Ensure appropriate governance is in place including management boards, review groups & risk structures (operations). (R)


· Ensure contract management issues and performance is reported through the governance structure with senior level engagement. (R)


· Ensure that changes in demand, service profiles or DWP strategies are considered early and that the appropriate action is taken to avoid a discontinuity between the contract and business requirements. (R)


· Performance Managers & Performance Teams have accurate job descriptions clear objectives and reporting lines and performance is managed through reviews / appraisals. (R)


· Resolve problems, non-compliance or disputes and escalate as appropriate, in accordance with Dispute Resolution procedures. (R)


· Manage the day to day relationship with the supplier, first point of escalation for operational management issues. Regular effective, structured and informal communicating routes are in place. (R)


· Ensure delivery of contract outcomes. (R)


· Develop mechanisms to ensure that service quality and user satisfaction is captured and used to manage and improve performance. (R)


· Work closely with internal stakeholders to ensure satisfaction with the supplier's performance against contract provisions. (R)


· Measure, collate and report (MI) contract and supplier performance using KPI's or SLA's defined contractually. (R)


· Ensure that Supplier performance is measured and assessed using the agreed performance metrics. (R)


· Ensure that problem resolution processes which impact on performance delivery are being adhered to. (R)


· Where appropriate user compliance against performance deliverables is monitored and managed to ensure operational effectiveness. (R)


· There are formal performance reviews with suppliers, and where appropriate, documented improvement plans agreed to cover operational issues. (R)


· Payment mechanisms are documented, are clear and well understood by all parties. (R)


· Appropriate checks and authorisation processes are in place to pay invoices. (R)


· Systematically manage contractual risk, taking appropriate mitigating actions and escalating as required by DWP's risk management process. (R)


			· Effective leadership, interpersonal and communication skills


· Network effectively, negotiate well and influence people, broker relationships with stakeholders within and outside the project


· Sufficient credibility to advise the Senior Contract Holder on their project in relation to the programme (if appropriate)


· Knowledge and familiarity with project management techniques/ tools and approaches


· Ability to apply risk assessment and management principles and processes and find ways of solving or pre-empting issues


· Good knowledge of techniques for planning, monitoring and controlling projects


· Good knowledge of budgeting and resource allocation procedures


· Experience of setting and implementing performance management best practice


· Experience of similar performance management roles
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Tasks

		Contract Implementation Plan

		Activity		Links to Guidance/Template				Start Date

Crook Sue DWP COMMERCIAL DIRECTORATE: Enter start and completion dates to automatically generate the duration period and Timeline.		Completion Date		Duration		Notes

		Update of Contract documentation including but not limited to inserting Schedules requiring completion e.g., Parent Company Guarantee, Security Plan, Prices and Rates, Commercially Sensitive Information. Inserting Contractor and Authority contact details in Section A, General Provisions (Notices conditions). Inserting Contractors Staff details in Section B, Supply of Services. 										0

		Finalisation of Contract documentation (Signatures)										0

		Contract start date										0

		Hold Post Contract Award Briefing and knowledge share with Procurement Lead		Post Contract Award Briefing & Contract Handover 								0

		Establish timeframes for mobilisation including critical deadlines										0

		Undertake Contract Start preparations – e.g. IT arrangements, set up customer services etc, transfer of data/staff etc (Activities and Dates to be noted in Mobilisation plans).										0

		Complete Contract Management Plan to capture contract management processes		Contract Management Plan		Bravo Contract Management Plan						0

		Complete RACI for contract management and identify stakeholders		Guidance – Risk in Contract Management		RACI Template						0

		Hold preliminary start up meeting with Supplier		Post Contract Award Briefing & Contract Handover 								0

		Identify deliverables and how their achievement will be measured.										0

		Agree frequency of supplier meetings and set Annual Contract Review Dates										0

		Agree high level governance structure including performance management boards, escalation routes 		Contract Management Plan								0

		Allocate staff resource for managing the contract		Guidance – Ensuring Right People in place								0

		Contract Management Team to complete Conflicts of Interest and Declaration of 
Confidentiality Undertaking		Guidance - Conflicts of Interest		Conflicts of Interest and Confidentiality Undertaking						0

		Agree roles, responsibilities for Supplier, Contract Manager/Team, Performance Manager/Team		Guidance -Internal and External Stakeholder Meeting		RACI Template						0

		Agree roles, responsibilities of other stakeholders and wider community		Guidance -Internal and External Stakeholder Meeting		RACI Template						0

		Establish Contact List (Category Team and Supplier contacts) and exchange details between parties and supply to stakeholders (Contact details may have been supplied at tender stage by supplier but may have changed by time contract starts). 										0

		Establish Milestone dates for annual returns and reviews (e.g. BPSS, Information Security, Sustainable Development, Diversity and Equality and Apprenticeships and Skills Requirements, SPRAM)										0

		Update contract details on the ePS Bravo Solution, Contract Management module  including key milestone alerts.		Bravo eProcurement Solution								0

		Set up / update Registered File with relevant contract documentation 		Registered Files		Corporate Records						0

		Finalise payment arrangements										0

		Document the process for contract call offs, orders										0

		Set up access and payment arrangements for Other Government Departments (where appropriate)										0

		Document process for contract changes		Guidance - Change Control								0

		Communicate process for using the contract to stakeholders, end users  										0

		Service go live date (may be different to contract start date to allow for mobilisation of service) 										0











http://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/prmguide/cah/dwp_t773420.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/prmguide/pcacm/dwp_t818241.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/prmguide/pcacm/dwp_t818232.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/prmguide/cah/dwp_t773420.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/assurance/native/dwp_t818197.dochttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/prmguide/pcacm/dwp_t818243.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/prmguide/pcacm/dwp_t818243.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/prmguide/genrequirements/dwp_t767177.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/assurance/native/dwp_t818201.xlshttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/assurance/native/dwp_t818201.xlshttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/native/dwp_s141851.dochttps://dwp.bravosolution.co.uk/web/login.shtmlhttp://intralink/1/corp/sites/infodir/kimd/knowledge/dwp_t783604-02.asphttp://intralink/1/corp/sites/infodir/kimd/knowledge/dwp_t783604-22.asphttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/assurance/native/dwp_t818197.dochttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/assurance/native/dwp_t818196.dochttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/assurance/native/dwp_t818201.xlshttp://intralink.link2.gpn.gov.uk/1/corp/sites/finance/commercialdirectorate/commercialpolicyandprocedurerules/prmguide/pcacm/dwp_t818244.asp

Timeline

		Activity		Start		End		01/09/14		08/09/14		15/09/14		22/09/14		29/09/14		06/10/14		13/10/14		20/10/14		27/10/14		03/11/14		10/11/14		17/11/14		24/11/14		01/12/14		08/12/14		15/12/14		22/12/14		29/12/14		05/01/15		12/01/15		19/01/15		26/01/15		02/02/15		09/02/15		16/02/15		23/02/15		02/03/15		09/03/15		16/03/15		23/03/15		30/03/15		06/04/15		13/04/15		20/04/15		27/04/15		04/05/15		11/05/15		18/05/15		25/05/15		01/06/15		08/06/15		15/06/15		22/06/15		29/06/15		06/07/15		13/07/15		20/07/15		27/07/15		03/08/15		10/08/15		17/08/15		24/08/15		31/08/15

		Update of Contract documentation including but not limited to inserting Schedules requiring completion e.g., Parent Company Guarantee, Security Plan, Prices and Rates, Commercially Sensitive Information. Inserting Contractor and Authority contact details in Section A, General Provisions (Notices conditions). Inserting Contractors Staff details in Section B, Supply of Services. 		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Finalisation of Contract documentation (Signatures)		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Contract start date		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Hold Post Contract Award Briefing and knowledge share with Procurement Lead		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Establish timeframes for mobilisation including critical deadlines		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Undertake Contract Start preparations – e.g. IT arrangements, set up customer services etc, transfer of data/staff etc (Activities and Dates to be noted in Mobilisation plans).		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Complete Contract Management Plan to capture contract management processes		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Complete RACI for contract management and identify stakeholders		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Hold preliminary start up meeting with Supplier		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Identify deliverables and how their achievement will be measured.		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Agree frequency of supplier meetings and set Annual Contract Review Dates		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Agree high level governance structure including performance management boards, escalation routes 		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Allocate staff resource for managing the contract		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Contract Management Team to complete Conflicts of Interest and Declaration of 
Confidentiality Undertaking		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Agree roles, responsibilities for Supplier, Contract Manager/Team, Performance Manager/Team		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Agree roles, responsibilities of other stakeholders and wider community		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Establish Contact List (Category Team and Supplier contacts) and exchange details between parties and supply to stakeholders (Contact details may have been supplied at tender stage by supplier but may have changed by time contract starts). 		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Establish Milestone dates for annual returns and reviews (e.g. BPSS, Information Security, Sustainable Development, Diversity and Equality and Apprenticeships and Skills Requirements, SPRAM)		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Update contract details on the ePS Bravo Solution, Contract Management module  including key milestone alerts.		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Set up / update Registered File with relevant contract documentation 		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Finalise payment arrangements		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Document the process for contract call offs, orders		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Set up access and payment arrangements for Other Government Departments (where appropriate)		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Document process for contract changes		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Communicate process for using the contract to stakeholders, end users  		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N

		Service go live date (may be different to contract start date to allow for mobilisation of service) 		31/12/99		31/12/99		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N		N
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