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Contract and Supplier Management Handover Document

From:  
To: 
Date: 
Project/Contract Name: [Insert Project or Contract Name]
Contract Reference Number: [Insert Contract Number]

Purpose of Handover

This document serves to formally transfer all contract and supplier management responsibilities from the Procurement Team to the Contract Manager or subsequent transfer between contract manager(s) for the above-mentioned contract/project.

Contract Overview

· Contract Title:
· Supplier Name:
· Contract Start Date:
· Contract End Date:
· Contract Value:
· Scope of Work:
· Key Deliverables:
· Contract Type: 
· Renewal Dates and Terms:
· Termination Conditions:

Key Contacts

	Role
	Name
	Contact Details
	Notes

	Supplier Account Manager
	[Name]
	[Phone, Email]
	

	Procurement Lead
	[Name]
	[Phone, Email]
	

	Contract Manager
	[Name]
	[Phone, Email]
	

	Legal Advisor
	[Name]
	[Phone, Email]
	



Contract Documents and Location

· Signed Contract: [Location/link]
· Amendments/Change Orders: [Location/link]
· Purchase Orders: [Location/link]
· Correspondence: [Location/link]
· Compliance Certificates: [Location/link]

Current Contract Status

· Deliverables Completed:
· Deliverables Pending:
· Outstanding Issues/Disputes:
· Payments Made:
· Payments Pending:

Supplier Performance

· Performance Metrics/SLAs:
· Supplier Ratings or Feedback:
· Issues Encountered & Resolution:

Risks and Mitigation

· Known Risks:
· Mitigation Actions:

Key Actions for Contract Manager (please edit the below list as required)

· Monitor supplier performance and compliance.
· Manage contract renewals and amendments.
· Oversee invoicing and payment approvals.
· Facilitate communication between supplier and internal stakeholders.
· Address and resolve any contract disputes or issues.
· Maintain contract documentation and audit readiness.

Additional Notes
[Insert any other relevant information or special instructions]


Handover Confirmation

	Name
	    Role
	  
	   Date

	Procurement Lead
	    Procurement Team
	
	

	Contract Manager
	    Contract Manager
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