
CONTRACT DEVELOPMENT ROAD MAP
To be used in conjunction with the Developing and Managing University Contracts Handbook

DEVELOPING THE CONTRACT

Key tasks:

Identify contract requirements and risks
Obtain senior management/Committee approvals

Confirm resource allocations
Consult stakeholders 

Appoint a Contract Manager

CONTRACT 
ACTIVITY

UNIVERSITY 
SPECIFIC
ACTIVITY

Procurement 
policy 

Project plan 
and risk 
analysis

Whether separate written 
agreement will be required

Refer to para 2.2 of the 
Contract Handbook

If no, ensure arrangement is 
documented

If applies comply with
policy and procedures

If no, consult 
with local 
manager /  

Finance Officer

What areas of the Uni 
may be affected

What external 
stakeholders may receive 
services/benefits through 

the contract

Be aware of Committee 
meeting dates Conflict of Interest

Staff involved in the 
contract must declare 

any conflicts of 
interest

Be aware of 
timeframes for 

obtaining approvals

Refer to para 2.3 of the 
Contract Handbook

Click here for standard 
form contracts

Use Instruction Form

Instruct Legal and Risk 
or external lawyers to 

review contract

Input into local area 
Contract Register

EXECUTING  AND REGISTERING 
THE CONTRACT

Key tasks:

Signature of contract by appropriate 
signatory

Registration of the Contract 

ONGOING 
CONTRACT 

MANAGEMENT

Key tasks:

Perform contract and/or 
monitor contractor 

performance
Contract administration

Lodge Original 
Contract with 

RMO

Refer to Delegations or 
consult Council Secretariat

Use Legal Docs 
Lodgement form

If VC signature required, 
use Signing Approval 

Form

Refer to Risk 
Management 

Handbook

If yes, proceed along this 
road map

If no:

If contract drafted by other 
party:

 This road map is a guide to the usual steps that are involved in developing agreements in the University specific context, from the point at which a decision is made to commence 
negotiations on an arrangement to the signing of the contract and ongoing management. It provides a quick reference for those who undertake contracting activities for or on behalf of the 

University to understand what steps need to be taken, how are they to be taken, by whom and when. 
More complex arrangements may involve additional steps which address their unique characteristics and requirements.

The road map begins after the completion of  a Pre-Agreement Evaluation (refer to paragraph 1.5 of the Contract Handbook).

Budget 
approval Internal Approvals

Head of School/
Branch

Committee
Other

External 
Approvals 

(if any)

Consult internal and 
external stakeholders

Assign contract 
manager

Identify existing 
internal operational 

expertise that can be 
utilised

Instruct Legal and 
Risk or external 
lawyers to draft 

contract

When the agreement is to be 
drafted are any University 
standard form contracts 

applicable

Contract 
negotiations

Determine the 
correct signatory

Check final 
contract and 

submit 
contract for 
execution

Appoint ongoing contract 
manager

Manage contractor 
performance

Contract administration 
(e.g. payments, etc)

Manage disputes

Negotiate and document 
contract variations

Contract completion

Records Management

Ongoing Risk Assessment 
& Management

DRAFTING AND NEGOTIATING
THE CONTRACT

Key tasks:

Draft / review contract
Negotiate contract


