













Procurement Journey  
Contract and Supplier Management Handover Checklist





Contract and Supplier Management Handover Checklist
1. General Information
	Item
	Details
	Completed (✔/✖)

	Contract title
	
	

	Contract reference number
	
	

	Supplier name
	
	

	Supplier contact details (key representatives, phone, email)
	
	

	Contract manager (outgoing)
	
	

	Contract manager (incoming)
	
	

	Handover date
	
	

	Contract start and end dates
	
	

	Contract value / financial limits
	
	

	Extension / renewal options
	
	


2. Contract Documentation
	Item
	Details
	Completed (✔/✖)

	Signed contract and amendments
	
	

	Original procurement documentation (tender, RFP, evaluation, award letter)
	
	

	Contract approval and governance records
	
	

	Change control records
	
	

	Performance reports and KPIs
	
	

	Meeting minutes and correspondence logs
	
	

	Insurance certificates and compliance documents
	
	

	Confidentiality or NDA agreements
	
	

	Risk register and mitigation plans
	
	


3. Supplier Performance & Relationship
	Item
	Details
	Completed (✔/✖)

	Supplier performance to date (KPIs, SLAs, bonuses)
	
	

	Outstanding issues or disputes
	
	

	Relationship status (collaborative, strained, etc.)
	
	

	Key stakeholder contacts and engagement notes
	
	

	Escalation process and contact points
	
	


4. Financials
	Item
	Details
	Completed (✔/✖)

	Contract value and payment schedule
	
	

	Invoices to date
	
	

	Outstanding payments or credits
	
	

	Budget codes and cost centers
	
	

	Financial penalties or incentives
	
	


5. Compliance & Risk
	Item
	Details
	Completed (✔/✖)

	Compliance requirements (legal, regulatory, ESG, etc.)
	
	

	Data protection and confidentiality obligations
	
	

	Health, safety, and environment obligations
	
	

	Insurance coverage verification
	
	

	Known risks or potential contract breaches
	
	

	Risk mitigation actions in place
	
	


6. Systems & Tools
	Item
	Details
	Completed (✔/✖)

	Access to contract management systems / portals
	
	

	Access to supplier portals / invoicing systems
	
	

	Document storage location and access permissions
	
	

	Reporting templates and dashboards
	
	


7. Next Steps / Key Dates
	Item
	Details
	Completed (✔/✖)

	Upcoming contract milestones
	
	

	Renewal or review dates
	
	

	Key deliverables pending
	
	

	Required follow-up actions
	
	

	Approval and sign-off from both managers
	
	


8. Sign-Off
	Role
	Name
	Signature
	Date

	Outgoing Contract Manager
	
	
	

	Incoming Contract Manager
	
	
	

	Head of Procurement / Governance
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