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Module One: Getting Started 

It is easy to overlook the importance of contract management 

because it seems to be a boring, mundane topic.  Contracts, 

however,  are the basis of most business relationships. If contracts 

are managed well, business relationship will flourish. If they are  not, 

companies face financial loss, relationship harm, and damaged 

reputations. 

 

 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated with 

learning, it occurs more easily and rapidly. With that in mind, let’s review our goals 

for today.  

At the end of this workshop, participants should be able to: 

• Identify contract elements 

• Understand ethical contract management 

• Calculate value 

• Negotiate contracts 

• Create basic amendments 

 

 
 

The whole duty of government is to prevent 

crime and preserve contracts. 

Lord Melbourne 
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Module Two: Defining Contract Management 

Every business relationship relies on contracts. Contracts are 

made with vendors, employees, customers, partnerships, etc. 

These agreements must be managed carefully, which is where 

contract management comes into the picture. In order to 

effectively implement contract management, however, it is 

necessary to understand what it entails.  

 

 

 

What is Contract Management? 

Contract management is not just contract administration. Rather than simply 

drawing up the contracts, the manager works to ensure that the entire process runs 

smoothly. The contract manager is involved in not just the planning and 

development but also the execution of the contract, and beyond to the point of 

renewal. Typical contract management activities include: 

• Contract creation 

• Negotiation 

• Assessment 

• Relationship management 

• Contract amendment 

• Audits  

• Renewal 

Over the course of this instruction, you will develop a better understanding of these roles. 

 

Thoroughly read all your contracts. I mean 

thoroughly. 

Bret Michaels 

 



 

Page 9 

Contract Types  

All contracts are legal documents that establish the right and responsibilities of the 

parties involved. Contracts can be created for almost any situation, and will ideally 

involve legal. There are four basic contract types, and they are chosen based on the 

factors and data available. While the list is not exhaustive, it is a good starting point. 

These common contracts are: 

• Fixed Price Contracts: The price of the item or service is usually fixed and will not change, which 

benefits the buyer. Variations of this contract include firm fixed price, fixed price with 

adjustment, fixed price with incentive, fixed price with downward price protection, and fixed 

price with redetermination.  

• Cost Reimbursement Contracts: These contracts benefit the seller. The buyer agrees to pay a 

price, free, or partial fee. Common types of these contracts include cost-sharing and cost 

without fee.  

• Letter Contracts: These contracts allow the suppliers or vendors to take action before the 

details of the agreement are finalized. The buyer is at risk if liability limits are not clear.    

• Partially Defined Contracts: Created when one or more aspects, such as goods, services, and 

deliveries, are not known ahead of time. These include value contracts, quantity contracts, and 

time and material contracts. 

 

Contract Elements 

Every contract is unique, but there are three basic elements most contracts 

need to be considered legal and binding. These elements are the offer, 

acceptance, and consideration.  

 

• Offer: The offer is the promise of goods or services in exchange for agreed upon rates or 

exchanges. An offer is different than a negotiation because an offer is binding once accepted.  

• Acceptance: The offer is accepted based words or actions required by the individual making the 

offer. A counter offer occurs when the offer is not accepted, but new conditions are proposed.  

• Consideration: This happens when the exchange is made based on the accepted offer. Payment 

is an example of consideration.  

These definitions are not all-encompassing, and there are exceptions to every rule. The legal 

department should always be consulted when creating a new contract. Still, these elements are useful 

starting points for all contracts. 
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Risks of Poor Contract Management 

Poor contract management is not just weak negotiation; it can occur at any step 

of the contract cycle. It also costs business relationships, delays projects, causes 

litigation, and damages the bottom line. Common problems identified by the 

International Association for Contract & Commercial Management include:  

• Over commitment 

• Contracts lack full scope 

• Agreement disputes 

• Pricing arguments 

• Subcontractor issues 

Effective contract management will address the contract process from its creation through the renewal 

or end. Preparation and ongoing management of contract relationships are essential to the success of 

any business.  

 

Case Study 

Cameron is looking for vendors for his retail space, and Daniel seems to be a 

good fit with his company. Daniel met with Cameron, and they discuss the 

ideas. Daniel informed Cameron that he wanted 900 square feet of space and 

signs a contract. Cameron, however, only provided 750 square feet of space in 

the building. The contract is not clearly worded, and Daniel demands an 

increase in area. Cameron already promised the space to someone else, but he is not sure what his 

options are. He considers releasing Daniel from the contract to prevent any problems. 
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Module Two: Review Questions 

1. What is Not involved in contract management? 

a) Advertising 

b) Negotiation 

c) Relationship management 

d) Assessment 

 

2. At what point in the contract cycle does contract management stop? 

a) Assessment 

b) End 

c) Audit 

d) Negotiation 

 

3. What is a cost sharing contract? 

a) Fixed price 

b) Cost reimbursement 

c) Letter 

d) Partially defined 

 

4. What type of contract is used when there are unknown elements? 

a) Fixed price 

b) Cost reimbursement 

c) Letter 

d) Partially defined 

 

5. What is true once an offer is accepted? 

a) There are 30 days to change it 

b) The negotiations begin 

c) Cannot be changed 

d) Counter offer 

 

6. What is an example of a consideration? 

a) Payment 

b) Negotiation 

c) Counter offer 

d) Communication 
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7. Besides preparation, what will prevent poor contract management?   

a) Subcontracting 

b) Ongoing management 

c) Over commitment 

d) Nothing 

 

8. What is NOT associated with poor contract management? 

a) Over commitment 

b) Communication 

c) Pricing arguments 

d) Subcontractor problems 

 

9. How many square feet of space did Daniel want? 

a) 750 

b) 675 

c) 900 

d) 950 

 

10. What space did the contract define? 

a) 750 sq. /ft. 

b) None 

c) 900 sq. /ft. 

d) 250 sq. /ft. 
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Module Three: Legal and Ethical Contract Management 

One of the main problems with contract management occur 

when contracts scope. Many issues with contracts occur at 

the beginning of the process when people are unfamiliar 

with the laws that govern them. 

Contract management is rooted in laws and ethics. A 

contract is not enforceable if it is not a legal. It is essential to 

have an understanding of the laws that govern contracts and 

adhere to the ethical standards established in order to avoid 

problems in the future.  

 

Contract Law I 

Specific contract laws vary between states and localities, so it is always a good 

idea to have a legal advisor who is familiar with the local laws and any changes. 

There are, however, standards that apply to most legal contracts. 

 

 

• Competency: Anyone who enters a contract must have the ability to understand the contract. 

Typically minors or individuals who do not have adult mental capacity are not considered 

competent. There are tests available to determine legal maturity. A contract that lack 

competency can easily be invalidated. 

• Writing vs. Oral: Oral contracts occur in everyday purchases as the swapping of money for 

goods implies a contractual agreement. Oral contracts are legal, but they are not always 

possible to prove, specifically the exact terms. Written contracts are always a safer option. Good 

faith agreements, letter agreements, and understandings all offer additional protection. 

  

A man without ethics is a wild beast loosed 

upon this world. 

Albert Camus 
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Many states have statutes requiring written contracts in order to prevent fraud. Contracts that typically 

need to be in writing include: 

• Surety or guaranty contracts 

• Contracts lasting longer than a year 

• Land related contracts (sales/leases) 

• Sales over $500 and leases over $1,000 

• Sales of bonds or stocks 

• Wills and other bequeathals  

These fraud statutes will vary between state governments.  

 

Contract Law II 

Modern technology has changed the way that people interact and do business, 

including contracts. Transactions and agreements are made online daily, and 

they are governed by federal and state legislation.  

 

• Online acceptance: Online contracts, such as in software, have buttons that indicate an 

agreement to terms. Clicking these buttons is a legal acceptance according to most court cases.  

• Online commerce: The Uniform Electronic Transactions Act and other state and federal laws 

monitor commerce online and websites. In most cases, the laws require business names, 

addresses, refund policies, and methods for complaints must be prominent for a contract to be 

upheld.  

• Electronic signature: Electronic signatures are legally valid, but it must be possible to duplicate 

them, and they are not obligatory. There are limits for electronic signatures, including the family 

law, health related actions, evictions, and foreclosures.  
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Defining Ethical Contract Management 

As in every other business venture, ethical behavior is an important aspect of 

effective contract management. The National Contract Management 

Association has a Code of Ethics that addresses the general and professional 

ethical obligations that contract managers have. They have an obligation to: 

 

• Be qualified for the work (certification) 

• Remain accountable to others 

• Operate in good faith 

• Maintain legal compliance 

• Avoid conflicts of interest 

• Protect confidentiality 

• Remain professional 

• Show respect 

• Practice professional development 

 

Ethical behaviors may be further defined by the state and industry. Government contracts, for example, 

have strict requirements. It is wise for businesses to have a clear Code of Ethics for employees and 

partners to follow.  

 

Ethical Breaches 

Ethical breaches must be avoided at all costs. If someone discovers an ethical 

violation, it should be reported to the appropriate individual immediately and the 

appropriate action taken. Ethical violations can vary by state and country, so 

international companies must be aware of the laws and customs of where they do 

business and how they relate to federal and local laws. 

Common Breaches Include: 

• Conflict of Interest: Any relationships that can affect the ability to be impartial is a conflict of 

interest. For example, hiring a family member as a subcontractor presents a conflict of interest. 

Even the appearance of a conflict can create problems. When discovered, the remedies are 

recusal, waivers with disclosure, or divestiture. 

• Fraud: Any intentional misrepresentation is fraud. This includes direct communication, indirect 

communication, or the failure to communicate information. Any violation must be reported 

immediately.  
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• Gifts: Ethically, it is tough to accept any gifts without giving the appearance of kickbacks. Small, 

low-value gifts may be acceptable, but this will vary between location and organization. Gifts 

should be returned, purchased, or consult legal.  

• Kickbacks: A kickback is anything exchanged for favors, and they must never be accepted or 

solicited. The Anti-Kickback Act of 1986 bars all kickbacks.  

Ethical business practices are essential for success. Review business practices and communicate the 

Code of Ethics to all employees to ensure that standards are met. 

 

Case Study 

Samantha was in Jonah’s network and put in an RFP for an upcoming project. 

On Jonah’s birthday, she sent him a $50 gift card to his favorite restaurant. 

Jonah returned the gift card the next day without any explanation. Samantha 

was insulted that Jonah thought she was trying to bribe him and called him, 

outraged. She said that she did not want to work with someone who thought so 

little of her. 

Samantha had been Jonah’s top choice for the project. Her outburst, however, made it clear that 

working together would be difficult. He tried to tell her that he thought highly of her but wanted to 

avoid the appearance of impropriety. After the conversation, he wonders if he should have simply taken 

the gift card and kept it a secret.  
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Module Three: Review Questions 

1. Why do states require certain contracts to be in writing? 

a) Prevent confusion 

b) Federal law 

c) Increase fees 

d) Prevent fraud 

 

2. Who would Not be competent to sign a contract? 

a) College student 

b) Elderly 

c) Minor 

d) Bilingual person 

 

3. What needs to be included in online contracts? 

a) Business name 

b) Refund policies 

c) Address 

d) All of the above 

 

4. What is necessary for an electronic signature to be valid? 

a) They are not valid 

b) They need to be duplicated 

c) They need to be large 

d) They need to be signed three times 

 

5. What should companies instill to ensure ethical contract management? 

a) National Contract Management Association. 

b) Online surveys 

c) Contact forms 

d) Code of Ethics 

 

6. What does certification indicate? 

a) Qualification for work 

b) Ethical breach 

c) Nothing 

d) Ethical interest 
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7. What is intentional misrepresentation? 

a) Conflict of Interest 

b) Fraud 

c) Kickback 

d) Gift 

 

8. What determines ethical violations? 

a) Federal law 

b) International law 

c) State law 

d) All of the above 

 

9. Why did Samantha give Jonah a gift card? 

a) It was his birthday 

b) She wanted to thank him 

c) She was trying to bribe him 

d) She owed it to him 

 

10. What Did Jonah do after receiving the gift card? 

a) Use it 

b) Contact a peer 

c) Thank Samantha 

d) Return it 
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Module Four: Contract Management Requests  

RFPs and other requests will determine who partners with you, so 

they need to be the best. Choose your bidders and design your RFPs 

carefully. Once you have all the information, carefully evaluate your 

options, taking compliance into consideration. By doing this, you 

are more likely to find success in your future endeavors.  

 

 

 

 

Choosing Potential Bidders 

Open bidding is problematic, causing you to wade through a sea of unqualified 

candidates. Before the issuing an RFP, it is useful to request that the experience and 

skill sets of companies be submitted early. This is called an RFI or Request for 

Information. The company issuing the RFP will determine which skill sets and 

abilities are necessary for the bid to go forward. Before looking through 

submissions, make a clear list of what you need from a bidder and use it to guide your decision. In the 

end, you only want to choose from a few, select options. This information will also prove useful when 

evaluating RFPs. 

 

RFPs and Technology 

Creating an RFP requires balance. The necessary qualifications and requirements 

must be clear, but be careful to avoid making the requirements too difficult. People 

will not bid on unachievable goals. Additionally, be careful to make the RFP equally 

beneficial for all bidders. Closed and sealed bids will protect privacy and prevent 

information from reaching bidders ahead of schedule.  

Fortunately, technology is making it easier to create RFPs. Different companies have automated contract 

management systems that provide templates of RFPs and contracts. Many of these systems also help 

Life presents many choices, the choices we 

make determine our future. 

Catherine Pulsifer 
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monitor the rest of the contract management process, such as scoring. They can help improve the 

process, but they do not replace the role of the contract manager.  

 

Calculating Value 

When examining bids, avoid the temptation to use the lowest bid. Calculating value 

requires an understanding of the company bidding as well as the benefits it will 

provide. A company that has a history of compliance issues, for example, needs to 

be weighed against the bid price.  

When determining the value of each bid, begin by creating prioritizing the list of 

requirements, skills and benefits. Start with your original list of skills. For instance, price, history of 

quality, and certifications might appear on a list. Once your list is made, score each category for each 

bid.  There are different ways to score proposals.  

• The Simple Scoring Method uses a basic scale, such as 1-10, for all criteria.  

Criteria Bid 1 Bid 2 Bid 3 

Certification 3 5 7 

Quality 6 7 8 

Price 9 4 6 

Sum 18 16 21 

 

• Combined Scores with Weighting gives greater weight in scoring based on priorities. For 

example, quality might have a high score of 20 and price a high score of 10.  

 

Criteria High Score Bid 1 Bid 2 Bid 3 

Certification 15 5 10 12 

Quality 25 17 20 23 

Price 20 19 10 14 

Sum 60 41 40 49 
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• Distinct Weighting finds simple scores and weights the criteria by priority. Multiply the score by 

the weight.  

 

Criteria High 

Basic 

Score 

Weight Bid 1 

Basic 

Bid 1 

Weighted 

Bid 2 

Basic 

Bid 2 

Weighted 

Bid 3 

Basic  

Bid 3 

Weighted 

Certification 10 3 3 9 5 15 7 21 

Quality 10 2 6 12 7 14 8 16 

Price 10 1 9 9 4 4 6 6 

Sum    30  33  43 

 

 

Making a Choice 

After determining how to calculate the value of different bids, it is important to 

have more than one perspective. A panel of people from various departments and 

who have unique perspectives will provide a well-rounded evaluation, which will 

reduce bias. Rank the bids from the first choice to the last. After the top choice is 

made, the contract should be negotiated. 

Do not make a public announcement until the contract is finalized and signed. If the negotiations with 

the top bidder fail, you can move on to the second choice to negotiate the contract without offending 

anyone. 

 

Case Study 

Chris accepted five different bids from vendors for his organization. He was highly 

focused on keeping the price down, but he also wanted quality service. Mike was in 

charge of customer relations and gave the first bid the top choice because the 

employees were highly trained. Chris, however, favored the cheapest bid, Bid 3, 

because he wanted to save the company some money. Chris felt that the customer 

service would fall in line once the bid was accepted. Mike, however, was not so sure. He knew that the 

company had a high rate of turnover and offered very little training. After discussing the options with 

the rest of the panel. They chose Bid 2 because it was less expensive that Bid 1, but offered more 

training to employees than Bid 3.  
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Module Four: Review Questions 

1. Who determines the qualifications and skills that bidders should have? 

a) Company issuing the RFP 

b) Government agencies 

c) Bidders 

d) Clients 

 

2. What will narrow down bidders? 

a) RFP 

b) Contract 

c) RFQ 

d) RFI 

 

3. What determines a score’s weighting? 

a) Cost 

b) Personal preference 

c) Priorities 

d) Company record 

 

4. What is the criteria for a RFP based on? 

a) Work for little money 

b) Necessary skill sets 

c) Quit whenever they want 

d) Act as managers 

 

5. What will protect privacy in the bidding process? 

a) Open bids 

b) Closed and sealed bids 

c) Security 

d) Blind reviews 

 

6. What is true of RFP goals? 

a) They should be achievable 

b) They should be high 

c) They should be low 

d) They do not have to be in writing 
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7. What is true of a panel? 

a) Everyone should have the same point of view 

b) It should only meet once 

c) Only three people should be involved 

d) It should provide different perspectives 

 

8. When should the announcement be made? 

a) When a decision is made 

b) After the contract is finalized 

c) It does not matter 

d) The candidate may lose interest 

 

9. Why did Chris favor his top choice? 

a) The quality 

b) The customer service 

c) The timeframe 

d) The price 

 

10. Why did Mike object to the Chris’s top choice? 

a) High turnover 

b) High price 

c) Poor product 

d) All of the above 
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Module Five: How to Create a Contract 

We have already addressed some basic contract types 

and laws. When beginning the contract process, it is 

important to ensure that the contract created is legal, 

beneficial for all parties, worded correctly, and that the 

terms for compliance are clear. Fortunately, there are 

numerous tools available to help improve the contract 

creation. It is always a good idea, however, to have legal 

counsel involved in contract development and 

management. 

 

Templates and Software 

In the modern world, various websites are offering different contract templates, 

either free or for a price. Given the variety of contracts that businesses use, these 

sites can be useful, but there is no guarantee that the templates will cover all issues 

that need to be addressed. Still, they can be a good starting point to get an idea.  

Templates are also found in contract management software and systems. Systems 

and software offer more than blank templates. They can also provide information on clauses and other 

legal information to guide the process. Additionally, the process will create standardized formats that 

will make issuing contract in the future easier.  

 

Compliance 

When creating contracts, you must remain in compliance with federal, state, 

and local laws, and the instructions for remaining in compliance with the 

contract requirement need to be clear for the chosen bidder. The different 

sections and clauses should spell our everything and ensure compliance on all 

fronts.  

The opening clause will provide the information necessary to identify involved parties and their 

relationship. The governing law clause will determine which laws apply. For example, a contract in New 

Civilization exists by geological consent, subject 

to change without notice. 

Will Durant 
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York will probably be governed by the laws of New York. New York state laws will govern all aspects of 

the contract, even if the bidder is out of state. Any illegal action will void the contract, so you and your 

bidder need be aware. If, for instance, a city does not permit the sale of alcohol, a contract with a 

bartender is not in compliance. One way to prevent confusion is to outline compliant requirements in 

the consideration.  

A similar clause is the Jurisdiction clause. This clause determines which court will have jurisdiction 

should a lawsuit develop. An alternative to is an arbitration clause, directing the terms for arbitration in 

disputes.  

 

Wording 

Wording is extraordinarily important in contracts. Contracts need to be written in 

good faith, which is a sincere intent to act justly in the relationship. Additionally, 

contracts should use the language that is specific, brief, and understandable. While 

failing to understand a contract does not negate its legality, it can create problems 

and misunderstandings. Templates, software, and lawyers can assist in creating 

properly worded contracts. 

The business and scope of the project will determine which clauses are necessary, but the information 

needs to be clear and accurate. The obligations of each party should be included. For example, the 

contract could say “the first party covenants and agrees that it will provide the following:” 

The governing law clause might read, “This agreement will be governed according to the laws of New 

York.”  

Other clauses include: 

• Arbitration: binds the parties to abide by the ruling of a third-party arbiter in dispute (Example: 

All claims, disputes, and controversies will be submitted to binding arbitration according to the 

rules of___. 

• Integration and Merger: prevents partied from arguing that oral agreements invalidate the 

contract, (Example: “This agreement can only be amended in writing.” 
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Risks of Noncompliance 

Noncompliance has its risks for all parties involved. Failure to create contracts that 

are compliant with the laws governing them can void contracts and create other legal 

pitfalls. Additionally, any vendors who violate laws because of unclear contract terms 

will have their actions reflect back on the company. It is possible for the company to 

be cited for violations of vendors, which is why the contract management is so 

important. If a company suffers legal or operational consequences due to the 

noncompliance, the reputation of the organization is also at risk. As the company’s 

reputation suffers, so will the bottom-line.   

 

Case Study  

Alec and Maggie were attempting to draw up a preliminary contract for a new 

vendor. Alec pulled out a standard contract that he used in his former position in 

Texas. As Maggie looked over the contract, she realized that some aspects of the 

contract were not legal under California law, which has much stricter regulations 

regarding employees and the environment. After pointing the differences out to 

Alec, they decided to consult the legal department before moving any further 

with the process.  
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Module Five: Review Questions 

1. What is the benefit of contract management software? 

a) It is free 

b) Templates are free 

c) Creating standardized contract formats 

d) There are none 

 

2. What is a good starting point for creating contracts? 

a) RFPs 

b) Templates 

c) RFIs 

d) Technology 

 

3. Which clause identifies the parties involved? 

a) Jurisdiction 

b) Arbitration 

c) Governing law 

d) Opening 

 

4. What is an alternative to the jurisdiction clause? 

a) Arbitration clause 

b) Opening clause 

c) Governing law 

d) There is none 

 

5. What should wording in contracts be? 

a) Specific 

b) Brief 

c) Understandable 

d) All of the above 

 

6. What will determine which clauses and wording to include in a contract? 

a) Scope 

b) Timing 

c) Jurisdiction 

d) All of the above 
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7. What occurs when noncompliance creates legal problems for a company? 

a) Jurisdiction review 

b) Damage to the bottom line 

c) Nothing 

d) New legal team 

 

8. What occurs if a contract is not legally compliant? 

a) The creator is arrested 

b) It is still legal 

c) Nothing 

d) It is void 

 

9. What laws did Alec’s contract reflect? 

a) Texas 

b) California 

c) Federal 

d) Unknown 

 

10. What did Alec and Maggie do before moving forward? 

a) Rewrite the contract 

b) Use another template 

c) Consult legal 

d) Purchase software 
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Module Six: Contract Negotiations 

After crafting the first draft of the contract, 

negotiations begin. While the goal of negotiation is to 

create an agreement that is beneficial for both parties, 

it is also a good time to go over the contract with a fine 

tooth comb and identify any noncompliance or 

potential pitfalls. In Negotiating contracts, it is 

important to be prepared, professional, and prioritize 

all terms.  

 

 

Be Prepared 

Negotiation requires careful planning. Part of the preparation requires the 

determining who will contribute to the negotiation process. It is always wise to 

assign roles to a team with a diverse skill set in the process.  

• First, determine which points you want to negotiate and what you simply 

need to clarify.  

• Second, gather information on topics using necessary methods, such as a 

SWOT analysis, so that you can negotiate wisely. 

• Next, determine which of the points you will and will not negotiate. 

• Finally, choose a strategy and agenda for the negotiation.  

 

  

Failing to prepare is, generally speaking, 

preparing very well to do the wrong thing. 

John F. Kennedy 
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Prioritize Terms 

In preparing for a negotiation, you will already determine which items are 

and are not negotiable. Before, and during, the process, however, you will 

also need to prioritize the terms. Consider the risks and rewards of each term 

carefully. Which ones hold the most value for you? Rank these from the top 

priority to the last. The main focus needs to be on your top priorities and 

prevent you from spending too much time on minor issues. Remember that 

your priorities may change over time, so evaluate them periodically to ensure that you continue to 

spend your time wisely.  

 

Remain Professional 

Emotions can easily impede negotiations. Staying professional and objective will 

make the negotiation process easier regardless of the details. Strong-arming 

concessions and waging personal vendettas are not part of a negotiation.  When all 

is said and done, the contract should benefit both parties. A professional 

negotiator will always strive for the highest level of success.  

 

Professionalism in Negotiation: 

• Watch tone and body language: Avoid using hostile or sarcastic tones and be aware of what 

your body is communicating. 

• Dialogue: Ask questions and listen; do not simply make demands. 

• Facts over feelings: Present facts to the other side regardless of how you feel.  

• Offer compromise: Bring up concessions you are willing to make. 

• Be willing to walk: Do not placate people who are unwilling to negotiate. If progress cannot be 

made, be ready to walk away from the negotiation, and possible the contract. 
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Execute the Contract 

Negotiations should last as long as necessary to fine tune every point. Once 

everyone agrees, the contract can be executed. Before signing or executing the 

contract, make sure that it is the latest and correct version. You do not want to 

accidentally sign an earlier version. 

Make sure that individual who signs the contract has the authority to do so before 

both of you sign. When signing the contract, be sure to use a signature block with the title. The date 

should also be included.  

If any changes are necessary, write them by hand and initial the changes along with the other party. 

Finally, make sure that you and the other party each have a copy of the signed contract.   

 

Case Study 

Sophie and Spencer worked diligently hammering out the details of their 

contract during negotiations. They were both pleased with the results. 

When it was time to execute the contract, they did not sign it together. As 

it turned out, an earlier version of the contract was printed, and it favored 

Spencer more than Sophie. When Spencer sent the contract to her to sign, 

she read it over carefully and noticed the changes. She immediately 

believed that Spencer was trying to cheat her. She refused to sign the contract and considered refusing 

to go forward with the arrangement even when she received the correct contract.  

 



 

Page 32 

Module Six: Review Questions 

1. What is the first step in contract negotiation? 

a) Perform SWOT analysis 

b) Identify points for clarification and negotiation 

c) Choose a strategy 

d) Gather information 

 

2. What is the final step in planning a negotiation? 

a) Perform SWOT analysis 

b) Identify points for clarification and negotiation 

c) Choose a strategy 

d) Gather information 

 

3. Why periodically review priorities? 

a) They change 

b) Confuse the opposition 

c) There is no reason 

d) Make sure they are the best ones 

 

4. Why rank terms before negotiation? 

a) Outline needs 

b) Create the agenda 

c) Communicate expectations 

d) Focus time 

 

5. What tone should be avoided? 

a)  Sarcastic 

b) Empathetic 

c) Professional 

d) None 

 

6. What should be presented in the negotiation? 

a) Facts and feelings 

b) Feelings 

c) Anything relevant 

d) Facts 
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7. What should not be included when signing a contract? 

a) Title 

b) Signature block 

c) Date 

d) Time off request process 

 

8. What should you double check before execution? 

a) Time 

b) Agenda 

c) Title 

d) Contract version 

 

9. What did the contract Spencer sent Sophie favor? 

a) No one 

b) Sophie’s position 

c) Spencer’s position 

d) A third party 

 

10. What did Sophie consider? 

a) Walking away 

b) Signing the contract 

c) Waiting for the correct version 

d) Calling Spencer 
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Module Seven: Assess Performance  

Contract managers should constantly be assessing the 

performance. Determine that goals are being reached and 

requirements enforced. By creating metrics and measuring 

performance, it is possible to improve activities and 

increase the success of the contract.  

 

 

 

 

What Performance Can Be Assessed 

Each contract will cover its own list performance measures, depending on 

industry and goals. Any performance assessed needs to be measurable, or it 

will not be possible to compare it to the other data and analyze. If it is not 

measurable, then metrics cannot be created to assess the success of the 

contract as it is being implemented.  

Examples of performances that can be measured include Cost, Quality, Safety, and Accuracy, to name a 

few. Each list of performance measures will vary with the industry and the goals of the contract.  

 

  

True genius resides in the capacity for 

evaluation of uncertain, hazardous, and 

conflicting information. 

Winston Churchill 
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Creating Metrics 

Metrics and key performance indicators facilitate the performance 

assessment. A metric can be used for any performance, but the KPI 

is typically used to measure key areas of performance. An example 

of a KPI is the sales goal. Your business, contract goals, and 

performance measures will determine the metrics you choose and 

how you measure them.  

Examples of common metrics: 

• Processes: Turnover, ROI, Retention, Revenue, etc.  

• Projects: Cost, Scope, Quality, etc. 

• Production: Cost, Labor, Material, Yield 

Benchmarks help assess metrics. Use research from the best practices along with past performance to 

create goals that are measurable and achievable. For example, a sales goal should be higher than the 

sales from the previous year while taking other economic factors into considerations.  

It is important to note that metrics and goals need to be adjusted over time. 

 

Measuring Performance 

There are different ways to measure performance. Some metrics have simple yes 

or no answers. Other metrics will have numerical assessments, and others are 

more subjective.  

The measures can be taken using audits, inspections, reports, surveys, and other 

feedback. 

• Staying in compliance in some areas is a simple matter of answering yes or no. For example, 

having all food service employees be certified food handlers is a matter of compliance or 

noncompliance.  

• Mathematical assessments are easy to assess. For example, an increase in sales can be quickly 

assessed and compared to the Last year’s performance.  

• Subjective metrics such as customer satisfaction can be assessed using surveys. They should also 

be compared to proxy measures such as the number of repeat customers.  
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Improving Performance 

Tracking performance using scorecards and other measures will identify 

areas that require improvement. Scorecards allow for continuous 

monitoring, which provides the opportunity for continuous 

improvement. The scorecard should display trends and goals in the 

different metrics. The actions that need to be taken will vary. Keep in 

mind that it may be necessary to alter targets that are not achievable.  

Example KPIs: 

• Material cost:    35%  

• Inventory on hand:  50% of production 

• Labor cost:  37% 

Example Scorecard: 

Operations 

 Objective Measure Target Initiative 

Material Cost% Maintain cost Smaller 

percentage of 

production 

30% of cost Negotiate the 

materials  

Inventory on 

Hand 

Reduce excess 

inventory 

Reduce 

warehouse space 

Decrease by 10% Produce with 

inventory in mind 

Labor Cost % Manage labor Small percentage Under 30% Reduce overtime 

 

Case Study 

Parker executed the contract with Nathan and believed that they made a good 

deal. Parker trusted Nathan to monitor the employees who would sell her product 

over the course of a year. After three months, Parker began receiving complaints 

from customers who purchased her product from Nathan’s employees. She began 

looking at the numbers and realized that the sales and repeat customers were 

beginning to decrease, and it coincided with her contract with Nathan. She 

immediately called Nathan to discuss his employees and the decrease in customer satisfaction.  
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Module Seven: Review Questions 

1. What is Not measurable? 

a) Cost 

b) Quality 

c) Accuracy 

d) Enthusiasm 

 

2. Why does performance need to be measurable? 

a) Be understandable 

b) Compare with data 

c) To contract 

d) It does not need to be measurable 

3. What is an example of a KPI? 

a) Metric 

b) Sales goal 

c) Employee engagement 

d) Term 

 

4. What is Not an example of a production metric? 

a) Cost 

b) Material 

c) ROI 

d) Labor 

 

5. What is one a subjective measurement? 

a) Customer satisfaction 

b) Sales 

c) Training 

d) Certification 

 

6. How are sales measured? 

a) Subjectively 

b) Questionnaire 

c) They are not 

d) Mathematically 
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7. When should targets be altered? 

a) Live drills 

b) When they are not achievable 

c) Videos 

d) Hypnotizing session 

 

8. What is not included on the scorecard? 

a) Target 

b) Measure 

c) Parties 

d) Initiative 

 

9. When did Parker notice the slip in sales? 

a) 3 months 

b) 1 year 

c) 6 months 

d) Immediately 

 

10. What did the drop in customers coincide with? 

a) Change 

b) Nothing 

c) New product 

d) Contract 
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Module Eight: Relationships 

Like any other interaction, contract management 

requires the careful cultivation of relationships. A 

relationship that runs smoothly will produce better 

results for all parties involved. The key to relationship 

development is treating people with respect. 

Maintaining a professional relationship is not only 

good business in the present, but it also creates 

contacts for the future.  

 

 

Qualities of Effective Relationships 

Effective relationships share some basic qualities based on respect. In 

business and contract relationships, there are some basic factors that will 

develop healthy relationships when they are made priorities and 

carefully cultivated: 

 

• The agreement is mutually beneficial. 

• Both parties take joint responsibility for management. 

• Communication is open and honest. 

• There is trust between the parties. 

When these and other relationship factors are taken into consideration, the foundation for a productive 

business relationship is built.  

  

You do not lead by hitting people over the head – 

that’s assault, not leadership. 

Dwight D. Eisenhower 
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Relationship Pitfalls 

Every relationship faces potential pitfalls, and business relationships are 

no different. When the risks are not monitored carefully, the relationship 

can break down. The breakdown is often preventable when individuals are 

aware of the pitfalls and take precautions. 

 

Common Pitfalls: 

• Dependency: This occurs when one business relies on the contract more than the other. An 

unequal relationship can build distrust. 

• Culture: Each corporation has a unique culture. When the cultures are not compatible, conflict 

can occur. 

• Communication: Poor or inconsistent communication will create problems between 

organizations. 

• Unclear Roles and Responsibilities: Both parties need to understand their roles and 

responsibilities to prevent the confusion. 

When people are aware of relationship pitfalls, they can stop them before they start. Paying attention to 

the relationship will build trust and ensure a long and healthy partnership. 

 

 

Building Trust 

Trust is the cornerstone of any relationship, and relationships through 

contracts are no different. When one party is secure in the relationship 

with the other party, trust is present. Trust occurs on multiple fronts. 

 

 

• Good faith: Everyone is acting in the best interest of the contract and the business relationship. 

• Belief in abilities: Each party is confident is the capability of the other. 

• Integrity: Both parties are honest in word and deed.  

• Commitment: Going beyond the basic tasks. 
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Focusing on the actions that build trust will protect the business relationship and facilitate future 

partnerships. 

 

Maintaining Relationships 

Like every other aspect of contract management, it is necessary to assess 

the relationships when contracts are involved. Aspects of relationships that 

should be evaluated include the following: 

 

 

• The frequency and success of communication 

• How involved each party is  

• The success of the contract process 

• Whether any conflicts occurred and how they are resolved 

• How satisfied are both sides with the relationship 

Each relationship has its own parameters to assess and improve. Remember that no relationship is 

perfect; so be realistic. Monitor your relationship carefully, and be willing to make changes when they 

are necessary. 

 

Case Study 

Richard renewed Jack’s contract as the vendor for the college dining services. Jack’s 

company relied on the contract. He needed the renewal, but he did not increase his 

prices to reflect the increase in food cost. He knew that other companies could 

afford lower prices, and he wanted to remain competitive. With his budget 

tightened, he came to resent being in a contract that was so one-sided. He began 

cutting back on the portions and food quality to keep his profit margin from falling 

too far. Richard noticed the drop in quality and believed that Jack was merely trying to take advantage 

of their long business relationship. 
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Module Eight: Review Questions 

1. What aspect of the contract agreement will build relationship? 

a) Legality 

b) Mutually beneficial 

c) Compliance 

d) Metrics 

 

2. Who should take responsibility for the contract? 

a)  It depends 

b) The bidder 

c) RFP issuer 

d) Both parties 

 

3. What is true of company cultures? 

a) Show it on a big screen 

b) Make the session viewable online 

c) They need to be compatible 

d) Invite a lot of people to watch it 

 

4. What is the best way to address relationship pitfalls? 

a) Take precautions 

b) Avoid conflict 

c) Limit communication 

d) Assign responsibilities 

 

5. When occurs when parties act in the best interest of their agreement? 

a) Integrity 

b) Good faith 

c) Commitment 

d) Belief in abilities 

 

6. What indicates commitment? 

a) Honesty 

b) Good faith 

c) Going above and beyond 

d) Trust 
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7. What needs to be remembered when monitoring relationships? 

a) In case one method breaks 

b) In case no one likes the first method 

c) It allows the agent to pick which one he likes 

d) They are not perfect 

 

8. What should be assessed after a conflict? 

a) How it was resolved 

b) Who started it 

c) Who was wrong 

d) All of the above 

 

9. What hurt Jack’s contract? 

a) Poor management 

b) Labor 

c) Increased food cost 

d) Nothing 

 

10. What did Jack do to try to save money? 

a) Cut labor 

b) Reduce portions 

c) Increase his prices 

d) Change the menu 
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Module Nine: Amending Contracts 

Even the best-negotiated contract agreements can require 

changes. After a contract is executed, amendments will modify 

the terms of the original agreement. Many contracts include the 

clauses that require all amendments be in writing and signed by 

each party. The amendment only changes specific details, such 

as delivery details. There is more than one way to amend 

contracts, and it is possible to use more than one option at a 

time. 

 

 

 

Redlines and Strikeouts 

Contracts can be amended using redlines and strikeouts or strikethroughs. A 

strikeout is what it sounds like. The information that needs to change is 

struck through, leaving the original information still visible. The new details 

are typically underlined. The amendment is generally introduced using a 

simple statement. 

Example: 

• Introduction: Each party agrees to amend the contract with the following deletions (shown by 

strikethroughs) and additions (shown by underline). 

• Original: On this day, October 21, 2014, Contractor A assigns the following…. 

• Amendment: On this day, November 7, 2014, October 21, 2014, Contractor A assigns the 

following. 

 

 

A verbal contract isn’t worth the paper it’s 

written on. 

Samuel Goldwyn 
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Replacing Clauses 

Rather than striking out old data and underlining new, it is possible to replace a 

clause that needs to change with a completely new one. The amendment will need 

to be introduced before the new clause is inserted, just like with redlines.   

 

 

Example: 

• Original: This agreement will be governed according to the laws of New York. 

• Introduction Section 5 is entirely replaced by the following: 

• New Clause: This agreement will be governed according to the laws of California. 

Replacing clauses is particularly useful when multiple changes are necessary.  

 

 

Describing Amendments 

An alternative to replacing clauses or using redlines and strikethroughs is to 

describe simply the changes needed in an amendment. This method requires 

examining the current contract carefully to be sure that the changes outlined are 

accurate and necessary.  

 

Example: 

The second sentence of Section 5 is amended by changing New York to California. The third sentence 

strikes out “for 12 months” and replaces it with “for 24 months.” 

Describing amendments can be faster than the other processes, but there is a higher risk of error when 

both parties are not careful to compare the original document to the communicated changes. 
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Amendment Status 

Amendments are not automatically accepted and included in contracts. Both 

parties must agree to and accept the changes. With modern technology, 

amendments are easy to process and track.  Most software and systems have 

different statuses for amendments created, but they use similar terminology. 

For example, Oracle categorized amendments as: Pending, Ready, Completed, 

or Cancelled.  

Once an amendment is created it is pending. It can still be edited or cancelled. After checking to make 

sure that no further edits are necessary, the contract is moved to ready. At this point the amendment 

can be sent back to pending or cancelled. After the ready contract amendment is processed, the status 

is completed.  

Without the use of technology, both parties will need to physically sign off on the changes.  

 

Case Study 

Paxton discovered that the number of people expected at his resort 

over the summer is higher than his initial projections. He will need to 

increase the linen that Adam’s company is providing. After discussing 

the change with Adam, he described the amendment that he needed 

in the contract. When Adam looked over the amendment in 

comparison to the original contract, he realized that the change was not what they discussed. The 

change was in the wrong clause, which caused confusion. He immediately called Paxton to inform him of 

the discrepancy. Adam needed the amendment corrected before he would change the terms of the 

original contract. 
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Module Nine: Review Questions 

1. How is new information entered using redlines and strikeouts? 

a) It is underlined 

b) The contract is changed 

c) It is in red 

d) It is struck through 

 

2. What is necessary for redlines and strikeouts? 

a) New clauses 

b) New contracts 

c) An introduction 

d) A conclusion 

 

3. When is it beneficial to replace clauses? 

a) Never 

b) When there are multiple changes 

c) When a third party is involved 

d) When there is only one change 

 

4. What is true of both redlines and replacing clauses? 

a) Neither is useful for small changes 

b) They are both done quickly 

c) They both strikethrough information 

d) They both need introductions 

 

5. What is necessary for describing changes? 

a) The current contract 

b) Underlining 

c) New clauses 

d) All of the above 

 

6. What is the risk of describing changes? 

a) Increased confusion 

b) Increased errors 

c) Takes time 

d) There are none 

 



 

Page 48 

7. What are the common statuses of contract amendments in software? 

a) Pending 

b) Completed 

c) Cancelled 

d) All of the above 

 

8. A contract status is ready. What change can be made to the status? 

a) Pending, Canceled, Completed 

b) Pending or Completed 

c) Canceled or Completed 

d) Completed 

 

9. What does Adam provide? 

a) Hotel space 

b) Food 

c) Linens 

d) Unknown 

 

10. What is the wrong with the amendment? 

a) No introduction 

b) In the wrong place 

c) It is not the correct change 

d) Nothing 
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Module Ten: Conducting Audits 

Audits are an often seen as unpleasant but necessary tasks. With 

the right preparation, however, such as careful planning, 

evaluation, and execution will help ease the process and reduce 

the stress that can occur with business audits. Having a strategy is 

the difference between a chaotic experience and a smooth 

transition to the next phase of the process.  

 

 

 

 

Why Audit? 

There are many reasons to audit contracts. An audit will identify any 

overpayments or other financial mistakes. Additionally, the audit will identify 

weaknesses in the contract management. Errors found will serve to identify 

weaknesses in the policies, procedures, and controls that both parties have in 

place. Each audit strengthens the contract process and prevents mistakes in 

future. Over time, the auditing process will become easier to navigate. Additionally, the information 

learned from audits will help to improve future business dealings.   

  

By failing to prepare, you are preparing to fail. 

Benjamin Franklin 
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Plan 

Going into an audit without a plan is asking for trouble. Like anything 

else, planning is essential to the audit process. Different topics need 

to be addressed in the planning phase of the audit process. Before 

conducting an audit, list all of the goals and steps. 

 

• Determine the scope and objectives of the audit. 

• Make sure that the necessary resources are available. 

• List who will have the results of the audit. 

• Speak with anyone who will need to be aware of the audit. 

• Make sure that the strategy for the audit is approved by the necessary parties.  

 

Establishing Procedures 

Each audit is unique, and so are the procedures involved. The organization, 

contract, scope of work, and objectives will all affect what is necessary in an audit. 

There are some basic procedures that most audits share, regardless of industry. 

Most audits include procedures such as: 

 

• Risk Assessment – Identify high areas of risk 

• Testing – test and evaluate evidence collected using different techniques 

• Questioning – make inquiries of people involved 

• Observation – Observe the actions, policies, and procedures 

The roles and responsibilities as well as the guidelines and policies of audit should be established before 

the audit begins.   
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Investigate and Report 

The auditor should be objective and supervised during the investigation. All of the 

information collected is analyzed using the tests and techniques chosen. The 

findings of the investigation must be documented carefully, and the 

documentation must include the investigation findings and analysis. The 

documentation will support the recommendations made in the report. 

After investigating an audit and discussing the outcome with supervisors, the 

auditor will need to submit a report. The report needs to include the audit’s scope and the results of the 

investigation. Aspects to note include, aspects of compliance, recommendations, and corrective actions. 

The report must be signed, and a chief auditor will review the findings.  

In some circumstances, the perspective of the individual or company audited may find its way into the 

final report. 

 

Case Study 

Ashley needed to audit a contract with Ellie. She focused on the financial 

aspects of the audit to ensure that it is in legal compliance. She did not 

connect the finances to other aspects such as the goals or the scope of the 

contract. She found negligible financial errors, and she did not make any 

recommendations. Ashely relied solely on the paperwork to conduct the 

audit, and did not involve anyone other than her supervisor. She was 

surprised to learn that Ellie felt that the policies and procedures needed to be improved when the two 

met to discuss the results of the audit.  
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Module Ten: Review Questions 

1. Why identify errors? 

a) Build their profile first 

b) Join all social media sites 

c) Improve future dealings 

d) Stay off the grid for a while 

 

2. The errors identified will address weaknesses in whose procedures? 

a) Bidder 

b) Issuer 

c) No one’s 

d) Both parties 

 

3. Who needs to be communicated with before the audit? 

a) Key players 

b) Anyone who needs to know about it 

c) No one 

d) Supervisors 

 

4. What is the first step of an audit? 

a) Determine scope 

b) List the people who should have results 

c) Necessary resources 

d) None of the above 

 

5. What will identify high areas of risk? 

a) Observation 

b) Testing 

c) Risk assessment 

d) Questioning 

 

6. What should be observed during the audit? 

a) Actions 

b) Policies 

c) Procedures 

d) All of the above 
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7. What must be included in the documentation? 

a) Recommendation 

b) Policies 

c) Procedures 

d) Findings and analysis 

 

8. What is true of the report regarding the company audited? 

a) May contribute to the report 

b) Has no contribution to the report 

c) Is not able to view the report 

d) Does not provide documentation 

 

9. What recommendations did Ashley make? 

a) Financial recommendations 

b) Change of goals 

c) None 

d) Change of scope 

 

10. What did Ellie wish to improve? 

a) Finances 

b) Policies and procedures 

c) Sales 

d) Nothing 
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Module Eleven: Renewing Contracts 

At the end of the contract management process, it is necessary to 

determine if the contract relationship expires or if the contract will 

be renewed. An option to renew should be included in the original 

contract. The renewal process will be guided by reviews, which will 

focus on accuracy and other factors. With careful planning and 

execution, the renewal process can be a smooth transition that both 

improves and continues a mutually beneficial relationship.  

 

 

 

Involve Stakeholders 

The contract review should involve all of the key stakeholders. The contract 

information should be forwarded to all of the stakeholders who took part in 

the original decision-making process. Each contract will have its own set of 

stakeholders and experts.  They include departments, such as legal and 

budget, along with the contract management team. All related 

documentation should be available for the stakeholders to review as a group 

and individually. Collaboration between the stakeholders will help identify ways to improve the renewed 

contract. 

 

Review 

Reviews may be performed more than once. 

Although, most organizations perform mid-

contract reviews as well as audits. A pre-renewal 

review is typically conducted shortly before the 

renewal deadline specified in the contract. During 

reviews, it is important to take notes throughout the process. Although reviews are not as complex as 

audits, they are still part of the contract record. Reviews of finances examine the relevant information 

for fraud and accuracy using basic accounting practices.  

A man would do nothing if he waited until he 

could do it so well that no one could find fault. 

John Henry Newman 
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Any files, documents, reports, emails, and audit findings should also be examined in the review to 

determine the level of compliance. Besides finances, confidentiality, security, and other factors will be 

assessed, depending on the scope of the contract. When key stakeholders work at the review together, 

an objective and accurate decision can be made regarding the renewal of the contract. 

 

 

Check for Accuracy and Changes 

Fundamental contract information must be assessed in the renewal process. Note 

any inaccuracies as well as any changes that occurred, particularly if they are not 

already part of the record. 

Double check all information to make sure the review is accurate before moving 

forward.  

• Are the key stakeholders the same? 

• Does the spending match the cost and prices listed? 

• Is the overview still accurate; are changes needed? 

• Has any contact information change? 

• Has the focus and scope of the project been altered?  

• Does all of the documentation support the review and report? 

 

Update or Cancel 

Many contracts will automatically renew and need to be canceled ahead of time. If 

a contract renews automatically, you must make a decision early. Failure to make a 

decision can result in being trapped in a dysfunctional business relationship. If 

there is no renewal or cancellation, the negotiation process will begin again.  

If a contract is being renewed, it must be updated to reflect the changes discovered 

during the review. Additionally, any changes in the goals and contract parameters 

will need to be reflected in the renewal. The review will determine whether or not a business 

relationship continues. A vendor who remains compliant will be seen as an asset, and is more likely to 

have a contract renewed.  
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Case Study 

John’s contract with Sarah would be automatically renewed. Sarah did a mid-

year review and was not sure that she would renew the contract. She decided 

to address the question when it came closer to the time to renew. As the 

months passed, she kept putting the review on her backburner. Finally, she 

looked into other vendors. When she went to cancel John’s renewal, she 

discovered that the deadline had already passed. John was going to be her 

vendor for the following year because she failed to plan the review ahead of time. Sarah was 

determined not to make the same mistake twice.  
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Module Eleven: Review Questions 

1. What will help improve the renewed contract? 

a) Renewal 

b) Creativity 

c) Collaboration 

d) New clauses 

 

2. What should be given to stakeholders? 

a) Guidance 

b) Documentation 

c) Opinion 

d) All of the above 

 

3. What is the purpose of multiple points of view in review? 

a) Offer the session to the client 

b) Answer questions outside of a follow-up session 

c) Give clients information about setting up a follow-up session 

d) Objectivity 

 

4. How are financial accounts reviewed? 

a) Accounting practices 

b) Observation 

c) Questioning 

d) All of the above 

 

5. What should be noted in the review process? 

a) Reports 

b) Inaccuracies 

c) Audits 

d) All information 

 

6. What does spending need to match in the review? 

a) The audits 

b) The goals 

c) The ledger 

d) Listed cost and price 
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7. Who is more likely to have a contract renewed? 

a) Complaint contractors 

b) Inexpensive contractors 

c) Anyone who bids 

d) Repeat bidders 

 

8. What is true of contracts that are automatically renewed? 

a) They can be cancelled at any time 

b) They automatically cancel 

c) They must be cancelled ahead of time 

d) They are uncommon 

 

9. When was Sarah uncertain about renewing her contract with John? 

a) The beginning of the year 

b) The final review 

c) Mid-year review 

d) After the first month 

 

10. Sarah was busy and ______ 

a) Never performed a review 

b) Forgot to cancel the contract 

c) Be pursued 

d) Be ignored 
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Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that your 

journey to learning contract management is just beginning. Please 

take a moment to review and update your action plan. This will be a 

key tool to guide your progress in the days, weeks, months, and 

years to come. We wish you the best of luck on the rest of your 

travels!  

 

 

 

 

Words from the Wise 

• Sir Henry Maine: The movement of Progressive societies has hitherto been a movement from 

status to contract. 

• Benjamin Disraeli: What usually comes first is the contract. 

• Robert Higgs:  A valid contract requires voluntary offer, acceptance, and consideration. 

• John D. Rockefeller: A friendship founded on business is better than a business founded on 

friendship. 

 
 

 

Effort only fully releases its reward after a 

person refuses to quit. 

Napoleon Hill 

 


