[image: ]
KTI SEMINAR
PROCUREMENT & CONTRACT MANAGEMENT

TARGET AUDIENCE:	Government Officials, Directors, Development Managers, Procurement Managers, Contract Managers, Supply Chain Managers, Bankers, Project Managers, Team Members, Procurement Specialists, ETC  	
COURSE DESCRIPTION
Many of the functions of contract management involve the planning and development of contracts. These functions include an understanding of all the major components of the contract. The components can include delivery dates, disbursement dates and amounts and terms to accept or dissolve the agreement. Contract managers often will include the means by which to measure the performance of both parties to determine if they are meeting their obligations, as well as procedures to monitor the performance of both parties.  All employees involved in the contracting process need to be able to deploy best practices in post-award contract administration to enable their organisations to get the full benefit from procurement activity.
This workshop develops fundamental procurement process knowledge and skills that participants can apply immediately in all aspects of effective business and project procurement, learn a step-by-step process for converting business and/or project needs into outsourced goods and services and select the best possible suppliers and manage stakeholders involved in the supply chain. 

COURSE OBJECTIVES
This intensive workshop emphasizes on the tools, skills and techniques required by Practitioners to strengthen awareness and interest in best practices, widely used and recommended by world agencies like the World Bank. At the end of the workshop participants should be able to:
1. Identify stakeholder expectations, and convert project needs into contract requirements
2. Create supplier selection criteria and follow a structured approach to short-listing and selecting suppliers
3. Conduct an effective bidders’ conference
4. Strengthen your negotiating techniques to achieve “win-win” outcomes
5. Monitor and control supplier performance, to ensure requirement standards are met
6. Amend contracts and manage changes that occur during the procurement process
7. Maintain productive working relationships with suppliers
8. Reduce the potential for disputes and legal action
9. Understand the procurement and contract process
10. Assess purchasing & procurement activities that should be done in-house and those that should be outsourced through supplier and market research 
11. To secure goods/services at most economical cost price


MODE OF WORKSHOP (DELIVERY)
PowerPoint presentation, Case study, Discussions, Training manual.

COURSE OUTLINE
MODULE 1
· Procurement Management Framework: 
i. Procurement life cycle
ii. Key roles & procurement organizations
iii. Contract definitions and purposes
iv. Contract types
v. Risk transfer
vi. Common constraints and legal issues

· Planning Procurements
i. Building your evaluation team
ii. Needs analysis
iii. Stakeholder expectations and requirements mapping
iv. Developing the procurement management plan
v. Procurement Statement of Works
vi. Identifying suppliers

MODULE 2: 
· Public Procurement Management 
i. E-procurement, current trends, options, and tools currently available
ii. Administration and control of Stocks  
iii. Logistics Management   
iv. Buying in Competitive Environments
· The Claims Process – Theory and Practice
i. Overview of the claims process
ii. Formulating claims & valuations
iii. The contract administrator’s relationships and responsibilities, and those of the project manager
iv. The interpersonal communication to make contracts happen
v. Ethics in contract management 
vi. The interface between contract administration and project management
vii. Establishing timelines, lookups and prompts
viii. Contract compliance: monitoring, reporting and adherence to standards
ix. Document control and milestone planning

MODULE 3
· Highlights of the Amendments of the new Public Procurement ACT 2016, ACT 914 
i. Revised Approval Thresholds
ii. Re-Constitution of Entity Tender Committees
iii. Dissolution of District and Ministerial Tender Review Boards
iv. Categorization of Entity Tender Committees
v. Revised Thresholds for Procurement Methods
vi. Introduction of New Procurement Structures for Local Government Agencies

MODULE 4
· Conducting Procurements
i. Evaluation techniques 
ii. Short-listing and selecting suppliers 
iii. Ensuring due diligence and an equitable process
iv. Negotiating

· Defining the Elements of “Buys” and the Solicitation Process
i. Generating the Request for Proposal (RFP)
ii. Project Solicitation
iii. Determining the Contract Type
iv. The Contract Families
v. Modifying Provisions
vi. Specific Contractual Arrangements
vii. Exercise: Selecting the Proper Contract Types
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· Roles and Responsibilities of a Contract Manager
i. Drafting skills
ii. Formalities, structure and format
iii. Drafting with or without precedents
iv. Commencing the contractual process
v. Relationship building
vi. Setting Targets, timelines and periodic review
vii. Defining expectations
viii. Project Manager – Outsourcing contracts
 

MODULE 6                      
· Features of Contract Management
i. Contract Management Process
ii. Contract Administration
iii. Negotiating and Managing Performance through Service Level Agreements
iv. Identify issues to be managed
v. Establish an effective team
vi. Lists of services and deliverables expected
vii. Importance of having a well-constructed SLA
viii. Evaluating and managing contractor performance
ix. Developing, implementing and measuring Key Performance


MODULE 7                     
i. Indicators to monitor the quality of service
ii. Drive business value to meet company's goals
iii. Statement of Works
iv. Change Orders
v. Outsourcing Contracts

· Contract Planning and Risk Management/ Variation and Adjustments
i. Developing the overall management plan for the contract
ii. Aligning contract planning with established organizational systems
iii. Evaluating risks
iv. Using contracts as effective risk management tools and developing strategies for mitigating risk that arise from contracts
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