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Contract Management
Checklist

Ensure your contracts are airtight and protected against
potential disputes by following this detailed checklist.

1. Pre-Contract Preparation

Define Objectives

Clearly outline what you aim to achieve with the contract.
Identify the needs and expectations of all parties involved.

Due Diligence

Research the other party's background, credibility, and financial
stability.
Verify all relevant qualifications, licences, and certifications.

Legal Consultation

Engage a qualified contract lawyer for advice and guidance.
Discuss potential legal issues and risk factors specific to Victorian
law.
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2. Drafting the Contract

Use Clear and Precise Language

Avoid ambiguous terms and legal jargon where possible.
Define all key terms explicitly.

Identify All Parties

List full legal names and contact information of all parties.
Include relevant Australian Business Numbers (ABN) or Australian
Company Numbers (ACN).

Outline Roles and Responsibilities

Detail the obligations and duties of each party.
Specify the standards or quality levels expected.

Set Payment Terms

Clearly state the payment amounts, schedules, and methods.
Include provisions for late payments or defaults.

Include Timelines and Milestones

Define start dates, deadlines, and key milestones.
Specify any conditions for extensions or delays.

Confidentiality and Non-Disclosure

Include clauses to protect sensitive information.
Define what constitutes confidential information under Australian
law.

Intellectual Property Rights

Address ownership and usage rights of any intellectual property
involved.
Specify permissions and restrictions on IP use.
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Termination Clauses

Outline conditions under which the contract can be terminated.
Include notice periods and any penalties for early termination.

Force Majeure Clause

Specify what happens in events beyond control (e.g., natural
disasters, pandemics).
Define the process for notifying parties and mitigating damages.

Dispute Resolution Clause

Specify the preferred method of dispute resolution (mediation,
arbitration, litigation).
Identify the jurisdiction and governing law (e.g., the laws of Victoria).

Compliance with Laws

Ensure the contract complies with all relevant Australian and
Victorian laws and regulations.
Reference specific legislation where applicable, such as the
Competition and Consumer Act 2010 (Cth) and the Australian
Consumer Law.

3. Reviewing the Contract

Legal Review

Have the contract reviewed by your legal adviser.
Check for compliance with the Competition and Consumer Act 2010
(Cth) and other relevant legislation.
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Accuracy Check

Verify all factual information, figures, and dates.
Ensure all appendices and schedules are correct.

Consistency

Check for consistency in terminology and definitions throughout
the document.

Risk Assessment

Identify potential risks and include mitigation strategies.
Assess the financial implications of all clauses.

4. Negotiation and Amendments

Open Communication

Discuss any concerns or desired changes with the other party.
Be open to compromise while protecting your interests.

Document Changes

Record all agreed amendments in writing.
Ensure changes are initialled or signed by all parties.

5. Execution of the Contract

Proper Signing

Ensure all parties sign and date the contract correctly.
Use witnesses if required under Victorian law.
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Exchange Copies

Provide each party with a fully executed copy.
Store copies securely, both physically and digitally.

Post-Execution Management

Implement a Management Plan

Assign responsibility for monitoring contract performance.
Set up reminders for key dates and obligations.

Monitor Compliance

Regularly review performance against contractual obligations.
Keep records of all communications and transactions.

Amendments and Variations

Document any changes to the contract formally.
Ensure all parties agree and sign any amendments.

Renewal and Termination

Track contract expiry dates.
Provide required notices within specified timeframes.

7. Dispute Prevention and Resolution

Maintain Open Communication

Address issues promptly as they arise.
Keep dialogue professional and solution-focused.
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Early Intervention

Utilise mediation or negotiation at the first sign of a dispute.
Refer to the dispute resolution clause for guidance.

Seek Legal Advice

Consult your lawyer before taking formal action.
Understand your rights and obligations under the contract and
Victorian law.

8. Record Keeping and Documentation

Organise Documentation

Keep all contract-related documents in a secure and organised
system.
Maintain records of communications, amendments, and
performance reports.

Data Protection Compliance

Ensure adherence to the Privacy Act 1988 (Cth) when handling
personal information.
Implement appropriate security measures for data protection.

9. Continuous Improvement

Performance Reviews

Conduct periodic reviews to assess contract effectiveness.
Identify lessons learned for future contracts.
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Update Templates

Revise contract templates based on past experiences.
Incorporate clauses that address previously encountered issues.
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