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A seven-step crash course in contract 
management for the information industry
A nastasia  Govan

A s in fo rm a tio n  w o rk e rs  w e  e n g ag e  o th e rs  

to  p ro v id e  s e rv ic e s  s u c h  as  d a ta b a s e s , 

la b o u r, IT, jo u rn a ls , e n d  p ro c e s s in g , re ­

se a rc h  a n d  c a ta lo g u in g  to e n s u re  q u a lity , t im e ­

lin e s s  a n d  c o s t  e f fe c t iv e n e s s  b u t h o w  d o  y o u  

k n o w  th e  s e rv ic e s  a re  m e e t in g  th e  o b je c t iv e s  

yo u  w a n te d  o r a re  co s t e ffe c t iv e  a n d  if th e y  a re  

n o t w h a t  re c o u rs e  yo u  h ave ?

What is a contract?
E n te r th e  ro le  o f c o n tra c t  m a n a g e m e n t . T h e re  

a re  g e n e ra lly  tw o  ty p e s  o f c o n tra c ts  -  P ro m is e  

u n d e r  se a l (w r it te n ) a n d  Paro l (c a n  b e  w r it te n  

o r v e rb a l)  w h ic h  is a lso  k n o w n  as 's im p le  c o n ­

t ra c ts '. Fo r a c o n tra c t  to b e  b in d in g  th e re  m u st 

b e  an  'in te n t io n ' a n d  an  'a g re e m e n t '. To  id e n ­

t ify  if  y o u  h a ve  e n te re d  in to  a p ro m is e  o r p a ro l 

a p p ly  th e  th re e  step  O b je c t iv e s  T e st;

1. W a s  th e re  an  ag re e m e n t?

2 . D id  th e  p a rt ie s  in te n d  it to  re s u lt  in  a leg a l 

o b lig a t io n ?

3 . If so , is th e  ag re e m e n t su p p o rte d  b y  c o n s id ­

e ra t io n ?

In a c o u r t  o f  la w  th is  w i l l  b e  te s te d  a s  

'w o u ld  a re a s o n a b le  m a n , on  th e  b a s is  o f th e  

p a rt ie s ' w o rd s  a n d  c o n d u c t  c o n c lu d e  th a t th e  

p a rt ie s  ag re e d  on  th e  te rm s  a n d  in te n d e d  it to 

b e  le g a lly  b in d in g ? '
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Tips fo r getting value from  your contracts
7. What do you want to achieve from engag­

ing services or products from others?
Q u a n t i f y  y o u r  n e e d  m e a s u re  a n d  d o c u m e n t  

y o u r  c u r re n t  p ro c e s s e s  s u c h  as  t im e  it ta k e s  

p e r  p e rs o n , w h a t  s k i l ls  a re  re q u ire d , s t a t io n ­

e ry  a n d  la b o u r  c o s ts , th ro u g h p u t , w h a t  ste p s  

yo u  go th ro u g h , do  sta ff h ave  o r re q u ire  c e rta in  

s k i l ls  o r  q u a l i f ic a t io n s , a n d  w h a t  v a lu e s  a n d  

p r in c ip le s  do  yo u  e x p e c t  w h e n  d o in g  th e  w o rk , 

tu rn a ro u n d  tim e s , im p ro v e m e n ts  e x p e c te d  o ve r 

t im e , q u a l it y , o b je c t iv e s , e x p e c t a t io n s , ro le s  

a n d  re s p o n s ib il it ie s  o f e a c h  in d iv id u a l in  th e  

p ro c e ss , re p o rtin g  an d  c o m m u n ic a t io n . D e f in e  

te c h n ic a l te rm s a n d  e x p e c ta t io n s  fo r im p ro v e ­

m e n t.

G iv e  e a c h  id e n t if ie d  n e e d  a w e ig h t in g  o f  

im p o r ta n c e  o u t 1 0 . T h is  w i l l  id e n t ify  a p o s s i­

b le  p r ic e  an d  a ss is t  in b e n c h m a rk in g  p o te n t ia l 

s e r v ic e  p ro v id e rs  a g a in s t  e a c h  o th e r  o r  y o u r  

c u rre n t  s e rv ic e .

Y o u r e x p e c ta t io n s  a n d  s p e c if ic a t io n s  c a n  

be  c a p tu re d  in a R e q u e s t Fo r In fo rm a t io n  (R F I)  

d o c u m e n t . E x a m p le s  o f th e se  c a n  be  fo u n d  on  

th e  w e b  o r c h e c k  th e  p ro c u re m e n t  w e b s ite s  

o r s e c t io n s  o f  A u s t ra l ia n  g o v e rn m e n t  d e p a r t ­

m e n ts .

2. Scanning the market for the best deal -
tendering

O n c e  y o u  h a v e  d o c u m e n te d  y o u r  n e e d s  a n d  

e x p e c ta t io n s  y o u  n e e d  to  m e a s u re  it a g a in s t  

w h a t  th e  m a rk e t c a n  p ro v id e .

If y o u  a re  p la n n in g  o n  s p e n d in g  te n s  o f 

th o u s a n d s  o f d o lla r s  o n  a p ro d u c t  o r s e r v ic e  

yo u  sh o u ld  a d ve rt ise  in p ro m in e n t an d  re le v a n t  

in fo rm a t io n  s o u rc e s  fo r s u p p lie rs  to re sp o n d  to 

th e  n e e d s id e n t if ie d  in  y o u r  R e q u e st Fo r In fo r­

m a t io n  d o c u m e n t . If b e lo w  $ 1 0  0 0 0  u se  th e  

te le p h o n e  to get a g e n e ra l fe e l fo r h o w  s u p p li­

e rs m a y  fit y o u r  re q u ire m e n ts . Fa rg e  o rg a n is a ­

tio n s  su c h  as C o u n c ils  o ften  h a ve  p ro c u re m e n t  

s e c t io n s  th a t h a v e  d e fin e d  g u id e lin e s  o n  h o w  

a n d  w h e r e  to  a d v e r t is e  a n d  w h a t  te m p la te s  

m u st b e  u se d .

3. The tender phase
W h e n  s c a n n in g  th e  m a rk e t  e n s u re  y o u  d o c u ­

m e n t a l l  e n q u ir ie s ,  t e le p h o n e  c o n v e r s a t io n s  

a n d  in /o u tg o in g  e m a i ls  a n d  le tte rs  b e tw e e n  

y o u rs e lf  a n d  th e  p e r s p e c t iv e  te n d e re r . A im  to 

be  o b je c t iv e  a n d  g iv e  th e  s a m e  in fo rm a t io n  to  

a ll p e rs p e c t iv e  te n d e re rs  so  as not to c o m p ro ­

m ise  o n e  fro m  o th e rs .

4. Comparing tenders
C o p y  e a c h  te n d e r a n d  o th e r o r ig in a l d o c u m e n ­

ta tion  so  yo u  h ave  a 'm a ste r c o p y ' an d  a 'w o rk ­

ing c o p y ' that yo u  c a n  an n o ta te . C o m p a re  e a ch  

te n d e re r 's  in fo rm a t io n  a g a in s t  y o u r  re q u e st fo r 

in fo rm a t io n , g iv e  a s c o r e  o u t o f te n  a g a in s t  

e a c h  id e n t if ie d  n e e d  a n d  c o m p a re  to y o u r  e x ­

p e c ta t io n s  in  a ta b le  su c h  as  th a t b e lo w .

Organisation needs Organisation

XYZ

Tenderer 1 Tenderer 2

Weight Cost Weight Cost Weight Cost

Qualified staff

N° of databases 

available

Copy catalogue time

etc.

5. Engaging the preferred tenderer
A fte r c o m p a r in g , in te rv ie w in g  th e  te n d e re r an d

if p o s s ib le  v is it in g  th e ir  p re m is e s  c o n f irm  th e
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d e ta ils  in a w r it te n  c o n ta c t  a ss is te d  b y  y o u r 

le g a l a re a . O th e r  te n d e re rs  m a y  w a n t  fe e d ­

b a c k  o n  w h y  y o u  g ave  th e  te n d e r to a c e rta in  

p ro v id e r  an d  w h a t  th e y  c o u ld  d o  better. D is ­

c u s s  th is  w ith  th e m  b u t d o  not p ro v id e  sp e ­

c i f ic s  o n  w e ig h t in g s  o r c o s ts  o f  c o m p e t ito rs .

6 . M a n a g e  th e  t ra n s it io n

A  p ro je c t  m a n a g e m e n t a p p ro a c h  to th e  t ra n ­

s it io n  p la n  s h o u ld  b e  a p p lie d . W h a t , w h e n , 

h o w , r is k s , d is ru p t io n s , e x tra  co s ts , re s p o n s i­

b il i t ie s  n eed  to  b e  d o c u m e n te d  o n  a 1 p ag e  

p ro je c t  p la n  b a c k e d  b y  a w r it te n  d o c u m e n t  

d e s c r ib in g  e a c h  ste p  o f th e  p ro c e s s  s h o u ld  

b e  c o m p le te d , s ig n e d  o ff b y  se n io r  m a n a g e rs  

a n d  c ir c u la te d  to  th o se  a ffe c te d . M a k e  su re  

th o se  a ffe c te d  h a ve  re ad  a n d  u n d e rs to o d  th e  

t ra n s it io n  p la n .

7 . M a in ta in  th e  c o n t ra c t  (p e rfo rm a n c e , costs

a n d  c o n tro l o f o u ts o u rc e d  s e rv ic e s )

If y o u  a re  e x a c t  a b o u t y o u r  e x p e c ta t io n s  an d  

h a v e  d o c u m e n te d  th e m  w e ll  (su c h  as  tu rn a ­

ro u n d  t im e  a n d  t h ro u g h p u t )  m a in t a in in g  

p e r fo rm a n c e  o f th e  v e n d o r  w i l l  b e  s im p lif ie d  

a lo n g  w ith  o p e n , a sse r t ive , b a se d  on  fa c t  an d  

re g u la r  c o m m u n ic a t io n  c h a n n e ls .

You  s h o u ld  b e  c o m m u n ic a t in g  w ith  y o u r 

s u p p l ie r  v e r b a l ly  v e r y  o fte n  a n d  r e c e iv e ,

c o m p a re  to  y o u r  e x p e c ta t io n s  a n d  th e  c o n ­

tra c t an d  a c t  on  a n y  u n d e rp e rfo rm a n c e  id e n ­

t if ie d  in m o n th ly  re p o rt in g  s ta t is t ic s .

E v e ry  s ix  m o n th s  m e e t w ith  th e  s u p p li­

e r  to  d is c u s s  fo rm a l ly  a n y  v a r ia t io n s  to  th e  

c o n tra c t  -  d o c u m e n t  th e  d is c u s s io n  a n d  th e  

c h a n g e s  a n d  h a v e  th e  c h a n g e s  fo rm a lis e d  

b y  a 'v a r ia t io n  to  th e  c o n tra c t ' b y  y o u r  leg a l 

a re a .

T h re e  m o n th s  fro m  th e  e n d  o f p r o je c t  

-  re v ie w  y o u r  R FI a n d  start th e  p ro c e ss  a g a in  

o r re n e w  w ith  th e  c u rre n t  p ro v id e r . C o n s id ­

e r u s in g  y o u r  Q u a l i t y  f ra m e w o rk  (P la n , D o , 

C h e c k ,  A c t )  to  im p ro v e  th e  c o n t r a c t  o u t ­

c o m e s  th e  s e c o n d  t im e  a ro u n d .

For fu rthe r in fo rm atio n  regard ing  best p ra c ­

t ic e  c o n tra c t  m a n a g e m e n t go to  h t tp :/ /w w w . 

a n a o .g o v .a u .
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