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1. Definition

o Contract administration involves overseeing the performance of contracts to ensure
compliance with terms and conditions agreed upon by the parties involved.

2. Key Parties Involved

o Contracting parties: Those who enter into the contract (buyer and seller).
o Contract administrators: Individuals responsible for managing and monitoring contract
performance.

3. Purpose

o Ensure fulfillment of contractual obligations.
o Manage risks and issues that may arise during contract execution.
o Maintain good relationships between parties.

4. Key Activities in Contract Administration

o

Contract compliance monitoring.

o

Performance evaluation and reporting.

o

Change management.
Issue resolution.

O
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Documentation and record-keeping.
5. Importance of Contract Administration

o Helps prevent disputes by clarifying expectations and responsibilities.
o Ensures that the parties receive the benefits outlined in the contract.
o Enhances accountability and transparency in business dealings.

6. Challenges

o Managing multiple contracts simultaneously.
o Handling unexpected changes or disputes.
o Ensuring timely and accurate communication between parties.
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7. Best Practices in Contract Administration

o

Establish clear and measurable performance metrics.

o

Maintain accurate and up-to-date contract documentation.

o

Conduct regular performance reviews and evaluations.

o

Communicate effectively with all stakeholders.
8. Conclusion

o Contract administration plays a crucial role in ensuring the successful execution of
contracts by managing risks, ensuring compliance, and maintaining positive
relationships between parties. Adhering to best practices can help organizations
effectively manage their contractual agreements.
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