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Course Introduction / Overview:

This course provides a comprehensive framework for mastering the complexities of contract administration within the

project lifecycle. In today's competitive landscape, the ability to effectively manage contracts is no longer a peripheral skill

but a core competency for ensuring project success, mitigating risks, and safeguarding financial interests. This program

delves into the practical application of contract management principles, from the initial stages of procurement and

tendering to the final complexities of contract closeout. Participants will explore the entire contract lifecycle, learning to

navigate potential pitfalls such as scope creep, payment disputes, and claims. Drawing upon established industry

standards and the foundational principles discussed in works like the "Project Management Body of Knowledge (PMBOK

Guide)", this course bridges the gap between legal theory and on-the-ground project reality. BIG BEN Training Center has

designed this immersive experience to equip engineers, project managers, and related professionals with the tools to

interpret contractual obligations, manage stakeholder communications, and implement robust control mechanisms,

ultimately driving projects to successful completion on time and within budget.

Target Audience / This training course is suitable for:

Project Managers and Project Leaders.

Engineers from all disciplines (Civil, Mechanical, Electrical, etc.).

Contract Administrators and Managers.

Procurement and Purchasing Professionals.

Commercial Managers and Quantity Surveyors.

Construction Managers and Site Supervisors.

Legal professionals involved in project contracts.

Government officials managing public works projects.



Target Sectors and Industries:

Construction and Infrastructure Development.

Engineering and Architectural Services.

Oil, Gas, and Energy.

Manufacturing and Industrial Projects.

Information Technology and Telecommunications.

Aerospace and Defense.

Government Agencies and Public Sector Undertakings.

Consulting and Professional Services.

Target Organizations Departments:

Project Management Office (PMO).

Engineering and Technical Services.

Procurement and Supply Chain Management.

Legal and Contracts Department.

Operations and Site Management.

Finance and Commercial Departments.

Quality Assurance and Control.



Course Offerings:

By the end of this course, the participants will have able to:

Analyze different types of contracts and select the most appropriate model for a project.

Develop and implement effective procurement and tendering strategies.

Interpret complex contract clauses, terms, and conditions accurately.

Master the art of contract negotiation to achieve favorable outcomes.

Establish robust systems for monitoring contractor performance and compliance.

Manage contract changes, variations, and change orders proactively.

Identify, prepare, and manage contractual claims to minimize disputes.

Apply various dispute resolution techniques, including negotiation and mediation.

Execute a systematic contract closeout process, including final payments and documentation.

Integrate risk management principles throughout the contract administration lifecycle.

Course Methodology:

The training methodology at BIG BEN Training Center is designed to be highly interactive, experiential, and directly

applicable to the participant's professional environment. We believe that adult learning is most effective when it combines

theoretical knowledge with practical application. Therefore, this course moves beyond traditional lectures to create a

dynamic learning atmosphere. Sessions will be facilitated through a blend of expert-led presentations, real-world case

study analyses drawn from various industries, and interactive group discussions that encourage peer-to-peer learning. A

significant portion of the course is dedicated to hands-on workshops and role-playing exercises, allowing participants to

practice skills like contract negotiation and dispute resolution in a controlled, supportive setting. Participants will work in

teams to solve complex contractual problems, mirroring the collaborative nature of modern projects. Continuous

feedback from the instructor and peers is a cornerstone of our approach, ensuring that participants can refine their

understanding and skills throughout the five-day program. This immersive methodology ensures that attendees leave not

just with knowledge, but with the confidence to apply it effectively.



Course Agenda (Course Units):

Unit One: Fundamentals of Contract Law and Administration

The Legal Framework of Contracts.

Key Contract Terminology and Principles.

Roles and Responsibilities of Key Parties.

Types of Contracts (Lump Sum, Cost-Plus, Time & Materials).

Understanding the Contract Lifecycle.

Introduction to Standard Forms of Contract (e.g., FIDIC, NEC).

The Relationship Between Project Management and Contract Administration.

Unit Two: Procurement, Tendering, and Contract Formation

Developing a Strategic Procurement Plan.

The Tendering and Bidding Process.

Writing Clear Specifications and Statements of Work.

Evaluating Bids and Selecting Contractors.

Effective Contract Negotiation Strategies and Tactics.

The Letter of Intent and Letter of Award.

Finalizing and Executing the Contract Agreement.

Unit Three: Managing Contract Performance and Execution

Kicking Off the Contract and Mobilization.

Establishing Communication Protocols and Documentation Systems.

Monitoring and Measuring Contractor Performance.

Managing Progress Payments, Invoicing, and Certification.

Quality Assurance and Control in Contract Execution.

Administering Bonds, Guarantees, and Insurance.

Effective Progress Meetings and Reporting.



Unit Four: Handling Changes, Claims, and Disputes

The Contractual Basis for Changes and Variations.

Managing the Change Order Process from Request to Approval.

Identifying and Documenting Potential Claims.

Principles of Claim Preparation and Substantiation.

Strategies for Proactive Claim Avoidance.

Negotiation and Amicable Settlement of Claims.

Alternative Dispute Resolution (ADR) Methods: Mediation and Arbitration.

Unit Five: Contract Closeout and Advanced Considerations

The Process of Contractual and Administrative Closeout.

Final Acceptance, Testing, and Commissioning.

Managing Warranties and Latent Defects.

Final Account Settlement and Release of Retentions.

Archiving Project and Contract Documentation.

Conducting Lessons Learned for Future Contracts.

Emerging Trends in Digital Contract Management.

FAQ:

Qualifications required for registering to this course?

There are no requirements.

How long is each daily session, and what is the total number of training

hours for the course?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

Something to think about:

Considering the increasing complexity and global nature of projects, how can contract administration practices be

adapted to effectively manage cross-cultural communication barriers and differing legal jurisdictions?



What unique qualities does this course offer compared to

other courses?

This course distinguishes itself by offering a uniquely integrated perspective that bridges the critical gap between

engineering, project management, and contract law. Unlike programs that focus on a single discipline, this training is

specifically designed for the environment where these fields converge, providing a holistic understanding of how technical

decisions impact contractual obligations and vice versa. Our curriculum emphasizes proactive and preventative strategies

over reactive problem-solving. We dedicate significant time to risk identification, change avoidance, and early dispute

resolution, equipping participants with the foresight to mitigate issues before they escalate. The methodology is heavily

reliant on case studies drawn from a diverse range of industries, ensuring the principles taught are not just theoretical but

are demonstrated in real-world contexts that participants can relate to. Furthermore, the course content is continuously

updated to reflect current best practices and emerging trends, such as the digitalization of contract management and the

nuances of administering contracts in an agile project environment, ensuring the skills learned are both relevant and

future-proof.


