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Contract and Supplier Management Exit Strategy 


Contract Title:
Supplier Name:
Contract Reference Number:
Contract Manager:
Date of Exit Strategy:

Purpose of Exit Strategy
Briefly explain the purpose of this exit strategy and why the contract is ending (e.g., contract expiry, termination, transition to new supplier).


Contract Overview
· Start Date:
· End Date:
· Contract Value:
· Scope of Work:
· Key Deliverables:
· Exit Clause Summary: (Key terms related to exit, notice periods, obligations)


Exit Objectives
· Ensure smooth transition of services/supplies.
· Minimise disruption to operations.
· Protect organisational interests and data.
· Ensure compliance with Scottish public sector procurement regulations.
· Document lessons learned for continuous improvement.


Key Stakeholders

	Stakeholder Name
	Role/Department
	Contact Details
	Responsibilities during Exit

	
	
	
	

	
	
	
	



Exit Activities and Timeline

	Activity
	Description
	Responsible Party
	Deadline
	Status Notes

	Notify supplier of contract end
	Provide formal notice as per contract terms
	Contract Manager
	[Date]
	

	Final delivery of goods/services
	Confirm all deliverables complete
	Supplier
	[Date]
	

	Data and asset transfer
	Secure transfer of all data/assets
	Contract Manager & Supplier
	[Date]
	

	Final payments
	Process outstanding invoices
	Finance & Contract Manager
	[Date]
	

	Knowledge transfer
	Ensure handover of critical info
	Contract Manager & Supplier
	[Date]
	

	Contract close-out documentation
	Archive all documents and correspondence
	Procurement Team
	[Date]
	

	Post-exit review
	Evaluate exit process and lessons
	Contract Manager
	[Date]
	




Risk Assessment and Mitigation (please edit the table below to suit the commodity/service)

	Risk
	Impact
	Likelihood
	Mitigation Actions
	Responsible Party

	Service disruption during exit
	High
	Medium
	Develop detailed transition plan
	Contract Manager

	Data loss or breach
	High
	Low
	Secure data transfer protocols
	IT & Contract Manager

	Outstanding payments disputes
	Medium
	Medium
	Confirm payments and invoices
	Finance & Procurement

	Knowledge gaps
	Medium
	High
	Comprehensive knowledge transfer
	Contract Manager




Communication Plan
· Internal Communications: How and when stakeholders will be informed of exit activities.
· Supplier Communications: Scheduled meetings, status updates, and key contacts.
· External Communications: If applicable, how any third parties or the public will be informed.


Compliance and Documentation
· Ensure all exit documents, correspondence, and approvals are stored securely.
· Provide audit trail for transparency and accountability.


Post-Exit Review
· Schedule a formal review meeting to evaluate the exit process.
· Document lessons learned and recommendations for future contracts.


Sign-Off

	Name
	 Role
	  Date

	
	Contract Manager
	

	
	Procurement Lead
	

	
	Supplier Representative
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