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Core Business Process:

Contract Negotiation and Management

Objective: To ensure the efficient negotiation, execution, and management of contracts to
protect organizational interests, foster strong relationships, and ensure compliance with
agreed terms.

Step 1: Contract Initiation

1. Identify Need:
o Determine the purpose and scope of the contract (e.g., supplier agreement,
service contract, partnership).
2. Draft Initial Requirements:
o Outline key terms such as scope of work, timelines, deliverables, pricing, and
performance metrics.
3. Select Stakeholders:
o Identify internal stakeholders (e.g., legal, finance, procurement) who will be
involved in the negotiation process.
4. Prepare Initial Draft:
o Use a standard contract template or consult legal counsel to draft a
preliminary agreement.

Step 2: Contract Negotiation

1. Review Terms:
o Collaborate with internal stakeholders to evaluate key terms and identify
negotiable points.
2. Engage Counterparty:
o Share the draft contract with the counterparty and schedule discussions to
address key terms.
3. Negotiate Terms:
o Discuss and refine terms related to pricing, performance, liability,
confidentiality, dispute resolution, and termination clauses.
4. Document Changes:
o Maintain a record of proposed changes and agreements during negotiations.
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5. Secure Internal Approvals:
o Obtain approval from relevant departments before finalizing terms.

Step 3: Contract Execution

1. Finalize Contract:

o Incorporate all negotiated changes into the final version of the agreement.
2. Review for Compliance:
o Conduct a thorough review to ensure the contract complies with legal and
regulatory requirements.
3. Obtain Signatures:

o Use physical or digital signature tools to secure signatures from authorized
representatives of both parties.
4. Distribute Copies:

o Share signed copies with all stakeholders and store in a centralized contract
management system.

Step 4: Contract Implementation

1. Communicate Obligations:

o Ensure all relevant teams understand their responsibilities and timelines under
the contract.
2. Set Up Monitoring Mechanisms:
o Establish tracking systems to monitor contract performance, milestones, and
deadlines.
3. Provide Training:

o Train staff involved in the contract on compliance and execution requirements.

Step 5: Performance Monitoring and Compliance

1. Track Deliverables:

o Monitor progress against agreed deliverables and milestones.
2. Manage Payments:
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o Ensure payments are made in accordance with contractual terms and
conditions.
3. Address Non-Compliance:
o Identify and resolve instances of non-compliance or underperformance
promptly.
4. Conduct Regular Reviews:
o Schedule periodic reviews to evaluate contract effectiveness and address
emerging issues.

Step 6: Contract Renewal or Termination

1. Evaluate Performance:
o Assess contract outcomes and determine whether to renew, renegotiate, or
terminate the agreement.
2. Renew Contracts:
o Initiate renewal discussions well before expiration to negotiate updated terms
if needed.
3. Terminate Contracts:
o Follow agreed termination procedures, ensuring all obligations are met before
concluding the agreement.
4. Closeout Documentation:
o Archive final documents and record lessons learned for future contracts.

Step 7: Record-Keeping and Continuous Improvement

1. Centralize Records:
o Store all contracts, amendments, and related communications in a secure,
accessible system.
2. Analyze Trends:
o Review historical data to identify patterns, risks, or opportunities in contract
management.
3. Refine Processes:
o Use insights from completed contracts to improve templates, negotiation
strategies, and management practices.
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Conclusion: A structured contract negotiation and management process ensures that
agreements are aligned with organizational objectives, legally sound, and beneficial for all
parties. Regular reviews and continuous improvements drive efficiency and mitigate risks over
time.



