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COURSE INTRODUCTION / OVERVIEW:

In today's competitive global market, the ability to effectively manage contracts and negotiate favorable terms is no
longer just a skill but a strategic necessity for procurement and supply chain professionals. This intensive training course is
designed to provide a comprehensive, A-to-Z guide on the critical aspects of contract management and negotiation
specifically tailored for the purchasing function. Participants will delve into the complete contract lifecycle, from initial
sourcing and drafting to performance management and closeout. The curriculum draws upon established principles and
modern best practices, referencing the strategic procurement frameworks discussed by experts like Jonathan O'Brien in
his influential work, "Category Management in Purchasing". At BIG BEN Training Center, we have developed a program
that bridges the gap between theoretical knowledge and practical application, ensuring that attendees can immediately
implement learned strategies to mitigate risks, reduce costs, and build stronger, more collaborative supplier relationships.
This course empowers professionals to move beyond transactional purchasing and become strategic partners who drive
significant value and competitive advantage for their organizations through masterful contract and negotiation

management.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Procurement Managers and Officers.

e Contract Administrators and Specialists.

e Supply Chain and Logistics Professionals.

e Buyers and Purchasing Agents.

e Project Managers involved in procurement.

e Commercial and Legal Advisors.

e Finance Managers overseeing procurement budgets.

e Operations Managers with purchasing responsibilities.

e Anyone aspiring to a career in procurement or contract management.
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TARGET SECTORS AND INDUSTRIES:

Manufacturing and Industrial Production.

Construction and Engineering.

Information Technology and Telecommunications.

Oil and Gas and Energy sectors.

Healthcare and Pharmaceuticals.

Retail and Consumer Goods.

Banking, Finance, and Insurance.

Governmental agencies and public sector organizations.

Logistics and Transportation.

TARGET ORGANIZATIONS DEPARTMENTS:

Procurement and Purchasing Departments.
Supply Chain Management Departments.
Contracts and Legal Departments.

Finance and Accounting Departments.
Project Management Offices (PMO).
Operations and Production Departments.
Facilities Management Departments.

Internal Audit and Compliance Departments.
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COURSE OFFERINGS:

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

¢ Develop a comprehensive understanding of the entire procurement contract lifecycle.

o Identify and mitigate potential risks throughout the contracting process.

e Draft clear, concise, and legally sound contract clauses and terms.

e Master key negotiation strategies and tactics for purchasing scenarios.

e Prepare and plan effectively for complex supplier negotiations.

e Analyze supplier proposals and identify key areas for negotiation.

e Manage supplier relationships and performance through effective contract administration.
e Handle contract variations, claims, and disputes professionally.

e Implement best practices for contract closeout, renewal, or termination.

e Apply ethical principles in all negotiation and contract management activities.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, engaging, and practical,
ensuring that participants gain skills they can apply immediately in their professional roles. We move beyond traditional
lectures to create a dynamic learning environment that fosters deep understanding and skill mastery. The course heavily
relies on real-world case studies and business scenarios, allowing participants to analyze complex procurement
challenges and develop viable solutions. A significant portion of the training is dedicated to hands-on exercises, including
negotiation role-playing sessions where participants can practice their skills in a controlled and supportive setting,
receiving constructive feedback from the instructor and peers. Group discussions, interactive workshops, and problem-
solving activities encourage collaborative learning and the sharing of diverse experiences. This blended approach ensures
that participants not only learn the theories of contract management and negotiation but also build the confidence and

competence to execute these strategies effectively in their workplace.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE FUNDAMENTALS OF PROCUREMENT AND CONTRACT MANAGEMENT

e Introduction to strategic procurement and its role in the organization.
e The complete contract management lifecycle explained.

o Key legal principles governing commercial contracts.

e Understanding the different types of purchasing contracts.

e The importance of clear scope of work (SOW) and specifications.

o Identifying key stakeholders and their roles in the contracting process.

e Ethical considerations in procurement and contracting.

UNIT TWO THE PRE-AWARD AND CONTRACT DRAFTING PHASE

e Strategic sourcing and supplier selection criteria.

e The tendering process and request for proposal (RFP) development.
e Essential elements of a valid contract.

e Drafting key contract clauses: liability, indemnity, and termination.
e Understanding and using Incoterms in purchasing contracts.

e Intellectual property and confidentiality clauses.

e Developing robust service level agreements (SLAs) and key performance indicators (KPIs).

UNIT THREE MASTERING NEGOTIATION STRATEGIES AND TACTICS

e Fundamentals of negotiation theory: BATNA, ZOPA, and WAP.

e Distributive (win-lose) versus integrative (win-win) negotiation.

e The negotiation planning and preparation process.

e Effective communication and persuasion techniques for buyers.

e Tactics for managing difficult negotiators and challenging situations.
o Negotiating price, payment terms, and other commercial aspects.

e Role-playing exercises and practical negotiation simulations.
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UNIT FOUR POST-AWARD CONTRACT ADMINISTRATION AND MANAGEMENT

e Implementing a contract management plan.

e Monitoring supplier performance against SLAs and KPlIs.

e Managing contract changes, variations, and amendments.

o Effective supplier relationship management (SRM) techniques.

¢ |dentifying, assessing, and mitigating contract risks.

e Maintaining comprehensive contract documentation and records.

e Conducting regular contract review meetings.

UNIT FIVE ADVANCED CONTRACT MANAGEMENT AND CLOSEOUT

o Strategies for managing and resolving contract disputes and claims.

The role of technology in modern contract management.

Techniques for contract renewal and renegotiation.

The formal contract closeout process and checklist.

Conducting lessons-learned sessions for continuous improvement.

Auditing contract compliance and performance.

Future trends in procurement and contract management.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW 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:

In an era of increasing supply chain volatility, how can proactive contract management shift from a purely administrative

function to a strategic competitive advantage?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This training course distinguishes itself by offering a holistic and deeply practical integration of three critical business
disciplines: the legal foundations of contracting, the commercial acumen of strategic purchasing, and the interpersonal art
of negotiation. Unlike programs that treat these subjects in isolation, our curriculum is built on the premise that a
successful procurement professional must be adept in all three areas simultaneously. We move beyond theoretical
frameworks to immerse participants in complex, real-world scenarios and case studies that mirror the challenges they
face daily. The emphasis is on practical application, with a significant portion of the course dedicated to interactive
negotiation simulations and contract drafting workshops. This hands-on approach ensures that participants do not just
learn what to do, but how to do it, building muscle memory for high-stakes situations. Furthermore, the course content is
continuously updated to reflect the latest trends, including the impact of digital transformation on contract management
and strategies for building resilient supplier relationships in a volatile global market, providing insights that are both

current and forward-looking.
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