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Course Objective
This course will give you a better understanding of 
the contract administration function, together with the 
tools and techniques required to do the job effectively 
and efficiently ensuring that you achieve the highest 
possible standards of excellence. It will help you :- 
•	 Maximise the contribution that sound contracts 

administration can make within your organisation 
•	 Construct your own ‘small print’ and challenge that 

of others 
•	 Negotiate better-both individually and in teams

Course Methodology
Lectures (power points and notes), video presentation 
and group discussion/presentation.

Course Assessment
In-class exercise and group presentations

Who Should Attend
Those involved in setting up or negotiating contracts 
or managing the contracts, commercial function,  
purchasing / procurement officers and buyers, project 
managers, technical or scientific specialists with a 
concern for effectively managing the commercial 
aspects of this function. 

No. Topic Duration 
(hours)

1. Introduction to Contract 
Management 1

2. Contract Management Within The 
Perspective Of Project Management 2

3. Technical Terms And Definitions 1

4. Pre-Contracting Management And 
Administration 2

5. Frequently Asked Questions 1
6. Contract Drafting 3
7. Content Of A Contract 3
8. Contract Meetings 3
9. Contract Negotiations Strategies 3

10. Contract Implementation 
Management 3

11. Implementation Checklist 3
12. Implementation Monitoring 3
13. Record Keeping 3
14. Clauses Coming Into Force 1

Course Content

Course TUTOR
1.	 Professor Dr. Omar bin Yaakob
2.	 Associate Professor Dr. Mohd Zamani bin Ahmad
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