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[bookmark: _Toc387053558][bookmark: _Toc390180795][bookmark: _Toc390181027][bookmark: _Toc390181115]Summary

Background

Specify the contract title, date, brief description of scope, supplier name, and work location.

Key Documents

Specify all documents related to this contract, and ensure its availability.

[bookmark: _Toc383598392][bookmark: _Toc383598669][bookmark: _Toc387053561][bookmark: _Toc390180798][bookmark: _Toc390181030][bookmark: _Toc390181118]Contract Basics

Terms and Conditions

[Specify the type of the contract and duration. What are the features of the contract, and how to deal with Change Management? Also specify the most critical terms and conditions, in the contract.]

Budget and Payment Mechanism

[bookmark: _Hlk33116592][Specify the approved budget for the contract, and authorized percentage for the variations.
What is the payment term, and what are the main budget items and the projected cash flow, if available].

Whole Life Cost (Please add items or years as per the contract requirement)

	Items
	Year 1 Estimated
	Year 2 Estimated
	Year 3 Estimated

	Contract Price
	
	
	

	Operation 
	
	
	

	Catering
	
	
	

	Laundry 
	
	
	

	Security
	
	
	

	
	
	
	

	
	
	
	

	Maintenance
	
	
	

	Preventive Maintenance
	
	
	

	Corrective Maintenance
	
	
	

	
	
	
	

	
	
	
	

	Miscellaneous
	
	
	

	Emergency Works
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Key Deliverables

[Specify the contract key deliverables.]

	Sr. No.
	Deliverable Description
	Due Date
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	



Continuous Improvement and Innovation
Entity and Contractor shall be committed to ensure that the continuous improvement efforts are practiced and recorded under the contract, as well as investigating opportunities for innovation. Both parties agree to discuss options for continuous improvement regularly, and report on improvement initiatives.

[Specify areas that could benefit from continuous improvement and areas to improve the contractor performance.]
[bookmark: _Toc383598401][bookmark: _Toc383598678][bookmark: _Toc387053570][bookmark: _Toc390180807][bookmark: _Toc390181039][bookmark: _Toc390181127]Key Personnel

Entity Team

[Specify the Entity team responsible for managing and administering the contract, and their roles and responsibilities.]

The following individuals have been assigned roles in relation to management of the delivery, under the contract.

	Name and Title
	Role
	Responsibilities

	
	A&FM Lead
	Successful delivery of the goods/services under the contract
Early identification of risks and mitigation measures
Certification of invoices

	
	Contract Specialist
	Ensure both parties comply with contract’s terms and conditions
Invoices verification 
Overall responsibility to manage delivery under the contract, and act as a first point of contact with contractor 
Escalate issues that cannot be resolved at contract manager level

	
	Financial Lead
	Control the guarantee documents 
Processing of invoices 

	
	
	

	
	
	

	
	
	

	
	
	



Contractor Team

[Specify the Contractor team responsible for delivering and administering the contract, and their roles and responsibilities. ]

	Name and Title
	Role
	Responsibilities

	
	A&FM Lead
	Successful delivery of the goods/services under the contract
Early identification of risks and mitigation measures

	
	Contract Specialist
	Ensure both parties comply with contract’s terms and conditions
Invoices verification 
Overall responsibility to manage delivery under the contract 
Escalate issues that cannot be resolved at contract manager level

	
	Financial Lead
	Control the guarantee documents. 
Create Invoices 
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Internal Stakeholders

The contract specialist shall manage relationships with Internal stakeholders.

	Role
	Characteristics
	Stakeholders

	Responsible
	Responsible for undertaking the delivery of the contract
	[Specify]

	Accountable
	Authorized to make a decision and accountable for the outcomes
	[Specify]

	Supportive
	Doing the real work
	[Specify]

	Consulted
	To be consulted to add value 
	[Specify]

	Informed
	To be kept informed of key actions and results, but are not involved in decision-making or delivery
	[Specify]



External Stakeholders

The contract specialist shall manage relationships with External stakeholders. 

	Role
	Characteristics
	Stakeholders

	Responsible
	Responsible for undertaking the delivery of the contract
	[Specify]

	Accountable
	Authorized to make a decision and accountable for the outcomes
	[Specify]

	Supportive
	Doing the real work
	[Specify]

	Consulted
	To be consulted to add value 
	[Specify]

	Informed
	To be kept informed of key actions and results, but are not involved in decision-making or delivery
	[Specify]



Communications

The entity will communicate with internal stakeholders by [Specify the communication channels].

The entity will communicate with external stakeholders by [Specify the communication channels].
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Performance Review

Monitoring and Reporting

A meeting shall be arranged with contractor [Specify the meeting frequency] to review performance. For each meeting, the contractor’s A&FM lead shall prepare a report for the previous period summarizing performance, targets met, and identify any issues to be addressed. [The report template shall be agreed by both parties according to the business needs]. 

Entity may conduct a comprehensive contract performance review, prior to contract close out, in order to calculate the impact on final settlement. Entity will assess overall performance, budget against actual price, outcomes achieved, and benefits delivered. A report will be prepared by [Specify the responsible person], and presented to [Specify the audience] by [insert date].

Non-performance and Inadequate performance

Where underperformance has been identified, the contract Specialist for the contractor will:
investigate the cause
identify options to rectify
clearly communicate the cause, and what action is to be taken by when, in order to rectify
continue to monitor performance to ensure the problem has been rectified
seek opportunities to motivate better performance
Entity may initiate its own report for top management.

Entity may initiate its own report for top management.
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[Specify key risks related to the both parties in delivering the contract. Refer to Contract Risk Register Template.] 
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Exit Strategy

[Specify the strategy to exit from the provision of this contract (e.g. extension option, assets transferred to, and Contractor to participate in the transition according to the contract.]

[bookmark: _Toc387053588][bookmark: _Toc390180824][bookmark: _Toc390181056][bookmark: _Toc390181144]Dispute Resolution

[Specify the dispute resolution process according to the contract.]

If a dispute arises, the first line in charge shall identify the issue, and seek resolution directly. In doing so, the following efforts may be followed:

clearly communicate the background facts, leading to or causing the dispute
set out clearly what action is required to resolve the dispute, and by when
identify measures to prevent the issue arising in future

If the dispute cannot be resolved, it will be escalated to next level, according to dispute resolution process.  
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