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Contract & Supplier Management - Compliance Checklist 

1. Governance & Responsibilities

	Compliance Check
	What to Look For
	Status

	Contract Manager/Owner is clearly identified
	Name recorded in a contract, contract register or file
	☐ Yes ☐ No

	Staff understand their basic responsibilities
	Brief notes, contract handover document or email confirmation
	☐ Yes ☐ No

	Conflicts of interest declared
	COI form or email confirmation
	☐ Yes ☐ No


2. Contract Documentation

	Compliance Check
	What to Look For
	Status

	Signed contract or order form is held
	Copy saved in shared drive
	☐ Yes ☐ No

	Service description/specification is available
	Short specification or statement of need/brief
	☐ Yes ☐ No

	Supplier contact details recorded
	Contact list , contract handover document or mailbox entry
	☐ Yes ☐ No


3. Basic Performance Monitoring

	Compliance Check
	What to Look For
	Status

	Services delivered as agreed
	Simple checks: delivery notes, confirmation emails
	☐ Yes ☐ No

	Issues or complaints recorded
	Short log, email trail, service desk ticket
	☐ Yes ☐ No

	Any poor performance raised with supplier
	Email or meeting note/minutes
	☐ Yes ☐ No



4. Financial Controls

	Compliance Check
	What to Look For
	Status

	Invoices match contract price and quantities
	Price check, delivery confirmation
	☐ Yes ☐ No

	Spend stays within approved budget
	Budget tracker or finance report
	☐ Yes ☐ No

	No unauthorised spend or scope creep
	Comparison of invoices to original contract
	☐ Yes ☐ No


5. Risk & Issues

	Compliance Check
	What to Look For
	Status

	No significant risks emerging during delivery
	Quick risk check during review
	☐ Yes ☐ No

	Issues escalated early if needed
	Email escalation or call notes
	☐ Yes ☐ No

	Business continuity risks minimal and understood
	Basic check with supplier (if relevant)
	☐ Yes ☐ No


6. Supplier Relationship

	Compliance Check
	What to Look For
	Status

	Clear communication channels in place
	Single point of contact recorded
	☐ Yes ☐ No

	Supplier responds promptly to queries
	Email examples, service ticket responses
	☐ Yes ☐ No

	Professional and ethical behaviour maintained
	No concerns raised
	☐ Yes ☐ No


7. Legal, Ethical & Policy Requirements

	Compliance Check
	What to Look For
	Status

	Basic data protection requirements followed
	Secure handling of any personal data
	☐ Yes ☐ No

	Confidential information stored appropriately
	Restricted access where required
	☐ Yes ☐ No

	Any sustainability commitments monitored (if included)
	Simple checks or delivery notes
	☐ Yes ☐ No



8. Change Control (Light Touch)

	Compliance Check
	What to Look For
	Status

	Any changes approved before implementation
	Email confirmation or small change note
	☐ Yes ☐ No

	No unapproved changes to price, scope, or delivery
	Invoice and service checks
	☐ Yes ☐ No



9. Record Keeping

	Compliance Check
	What to Look For
	Status

	All contract documents stored consistently
	Shared drive
	☐ Yes ☐ No

	Key decisions recorded
	Short note, email trail or meeting minutes
	☐ Yes ☐ No

	Records retained according to policy
	Retention schedule followed
	☐ Yes ☐ No



10. Contract Closure

	Compliance Check
	What to Look For
	Status

	Goods/services received in full
	Final delivery confirmation
	☐ Yes ☐ No

	Final invoice checked and paid
	Payment record or approval
	☐ Yes ☐ No

	Lessons learned captured (optional for low  value/ low risk)
	Brief note on what worked well
	☐ Yes ☐ No
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