






















Procurement Journey
Contract Monitoring and Reporting Checklist
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	Action
	Frequency
	Status / Notes

	1. Performance Monitoring
	Review KPIs, Balanced Scorecard feedback, milestones
	Monthly / Quarterly
	

	
	Compare deliverables against contract requirements
	Monthly / Quarterly
	

	
	Conduct supplier meetings to discuss performance
	Monthly / Quarterly
	

	2. Financial Monitoring
	Track budget vs actual spend
	Monthly 
	

	
	Flag any variances or overspending
	As needed
	

	3. Risk Assessment
	Identify new or emerging risks
	Ongoing
	

	
	Update risk register & mitigation actions
	Monthly
	

	4. Compliance
	Verify adherence to contract terms
	Quarterly
	

	
	Ensure regulatory & policy compliance
	Quarterly
	

	5. Issue & Escalation Management
	Log incidents, delays, or non-compliance
	Ongoing
	

	
	Escalate issues to senior management if unresolved
	As needed
	

	6. Reporting
	Prepare performance & risk report
	Monthly / Quarterly
	

	
	Share report with relevant stakeholders
	Monthly / Quarterly
	

	7. Documentation
	Maintain records of decisions, actions, communications
	Ongoing
	

	
	Archive reports for audit & future reference
	Ongoing
	

	8. Continuous Improvement
	Review lessons learned & apply to future contracts
	Annually
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