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In this session you will learn why you need a CONTRACT FILING PROCEDURE and how to use it. 
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Start of Project

So, the number 1 success factor for contract management is 
that every team member can find the contract documents! 

To do this you have to make a Contract Filing Procedure and 
provide instructions and training to each team member! 

The Filing Procedure must have a General Contracts Filing 
section, a Pre-Award section and Post-Award section. 
Sometimes also a Contract Close-Out Section is included.

The Filing Procedure shall support your Document Storage 
Solution like SharePoint and shall also be aligned with your 
Document Management System.

To download see 
the description
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Start of Project Project Development & Tendering Phase So, lets start with the Pre-Award Phase filing.

The Contract Management Team shall have 
access to all the contract and tendering 
information after the contract is signed.  

The Pre-Award Contracting Team shall 
prepare a handover document and explain 
the key contract terms to the Contract 
Management Team.

Certain contract files shall be retained for a 
long time like 10 years; these shall be clearly 
marked and securely stored.

Pay special attention to how qualifications & 
deviations are incorporated in the Contract.
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Start of Project Project Execution & Post-Award Phase

After the Contract is signed the final set of 
contract documents are placed in the Post 
Award Contract file folder in PDF Format.

For all the key contract management topics a 
separate file folder shall be created to store 
the working copies and final versions.

Maintaining such filing system may seem to 
be a duplication with other systems however 
this is needed for possible dispute resolution.

Certain contract files shall be retained for a 
long time like 10 years; these shall be clearly 
marked and securely stored.
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Project Execution & Post-Award Phase Depending on the form of contract that you are using, create sub-folders 
within the Contract Documents folder in line with the contract structure. 
See the highlighted section as example.

Sub-folders titles:
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So, to wrap this up; ensure that you have a contract filing procedure which is structured per contracting phase 
with all relevant subfolders that you need. Include the Contract Filing Procedure in an on-boarding package and 
explain how to use it in your contract management training sessions.
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