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CONTRACT MANAGEMENT 

Key Implementation Considerations 
 

Overview 

Contracts represent the risks and obligations your organisation is bound by, but they also contain 

hidden opportunities which can be leveraged to your advantage if the data stored within them is well 

understood. One of the main aims of a Contract Management System is to centralise all contracts and 

enrich them with a certain level of standardised data to ensure you can find the right contracts when 

needed, in a timely manner, in a single place. By far the most important benefit of effective Contract 

Management is to capture and store key data attributes about contracts (e.g. obligations, renewal 

dates). This provides a variety of benefits including risk, obligation and opportunity management, 

efficient categorisation and storage, effective reporting and fast contract generation. 

Contract creation typically involves a high volume of work, with each negotiator working on multiple 

contracts at once. Supplying lawyers and contract negotiators with the necessary tools to manage and 

track their work effectively can increase productivity and highlight where issues and blockers are 

occurring.  

Negotiating contracts often involves organisation/client preferences and specific practices. With staff 

turnover, this tacit knowledge can be lost, and it can be expensive to train a replacement. Contract 

Management Systems can enable standards to be captured using template and clause libraries as well 

as providing consistent first drafts created automatically using document generation tools.  

Having a single repository to create, store, report and manage contracts is a vital component of a 

successful contracting function within a legal team.  

  



 

© 2019 Duff & Phelps LLC. All rights reserved. DP181611 

LEGAL MANAGEMENT CONSULTING 

What does good Contract Management look like?  

Here are some key Contract Management implementation considerations. 

   

Clause and Template 

Libraries    

Clause and Template 

Libraries can be as simple as 

a searchable repository of 

documents which can be 

viewed or downloaded as 

the basis of a new contract. 

More sophisticated offerings 

might include templates 

which auto-populate certain 

key metadata from the 

contract system into the 

document and clauses that 

can be inserted directly into 

a document. Regardless of 

the type of offering, it is 

important that such 

resources are properly 

maintained and updated. 

Responsibility for such tasks 

should be clearly defined so 

that those using template 

and clause resources are 

assured that they are kept up 

to date with all the latest 

changes. 

 

Amending contracts    

The lifecycle of a contract often includes amendments to the 

original contract, which introduce greater complexity into the 

data and record of the contract. Depending on the volume of 

amendments you expect, planning for how your system will 

handle amendments and what data to capture about 

amendments is crucial upfront work. Key questions include; 

What data should be captured about an amendment? Should 

amendment be a standalone category? How important is it to 

see the contract as it existed in its different versions at a point 

in time?  

 
Workflow      

Do you already have a defined workflow that contracts go 

through? The benefits of having a workflow are primarily 

related to work management and reporting. Statuses enable 

the team and managers to understand how long contracts take 

to be drafted and where bottlenecks are, as well as work in 

progress. Consider the statuses it would be beneficial to 

implement within system workflow and whether there are any 

triggers which could be used by the system to automate status 

updates.  

 

Scope of your System     

It is important to be clear on the contracts that exist within your 

business and which of those your system will and will not contain 

so that locating contracts and the scope of any reporting is 

straight forward.   

 
Contract Documents      

Give thought to the standard set of documents you want to 

store regarding each contract. Is it just the contract, or also 

supporting documents? Is there benefit in classifying these 

documents into types so they can more easily be searched and 

retrieved?   

 

Contract Standardisation   

Having a clause and template library from which to create 

contracts, or even a contract generation tool, can help create 

standardised contracts. The benefits of standardisation include 

risk reduction (e.g. caused by a member of the team using 

outdated style or content) and it is easier to understand and 

report on the obligations within contracts.  

 

Locating contracts     

If the data requirements 

for contracts are well 

specified, locating 

contracts using Search 

should be easy. When 

defining data 

requirements, think about 

who needs to find 

contracts, why and what 

search terms they are 

likely to use so that this 

can be incorporated.  
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  Automated Contract Generation  

There are many tools now available on the market which will 

automatically create the first draft of a contract based on 

answers to set questions. The main use case for these tools 

are for high volume, highly standardised contracts. To benefit 

from such tools, lawyers must entrust contract creation to the 

system, otherwise equal time may be spent reviewing and 

checking the document as would have been spent creating it, 

thus losing the benefit. Another consideration is the 

proportion of contracts your team handles which are on your 

own paper as opposed to third party paper, as creation tools 

are obviously only of help where you would have otherwise 

drafted the document manually.  The next generation of such 

tools can even negotiate contracts against a playbook.  

Legal Service Requests     

Where multiple parties can 

request contracts and advice 

from legal and there is 

currently no standard route 

or format for these requests, 

it is beneficial to consider a 

legal service request form. 

This should be accessible to 

those who can make 

requests and minimise data 

re-entry when creating a 

subsequent contract or 

matter record in Legal. 

Capturing as much of the 

information up front, in the 

format you require, will 

ensure lawyers can start 

working on requests straight 

away, with all the relevant 

information at hand.  

 

Self Service     

Depending on who requests legal contracts and how often, a 

self-service component could be considered. The business 

input information in response to questions, which generates a 

first draft document which can be sent out or referred to legal 

if amendments are needed. This complements contract 

generation and legal service requests and can form part of a 

fully integrated solution.  

 
Electronic Signatures      

Electronically signing a 

document can speed up 

response times and 

transparency over the 

execution of a contract. 

Another benefit is that the 

document retains its 

electronic status, which may 

make it easier to extract data 

from. E-signature software 

can often be integrated with 

Contract Management 

systems to provide seamless 

signing functionality and 

offer significant advantages 

in terms of audit trail and 

tamper proof security.  

 

Data Extraction    

When you have defined what data you require from your new 

contracts, consider whether such data should be obtained 

from legacy contracts. It is possible to enrich these contracts 

through data extraction and document classification tools 

based on machine learning. This is not always a 

straightforward or automated task and should be considered 

carefully. 

Reporting and Data Analytics    

Given the wealth of data a well architected Contract 

Management system could provide, consideration should also 

be given to what reporting may be useful regarding contracts. 

Early consideration of this question will allow time for 

feedback on, and refinement of, ideas to prevent you ending 

up with an overwhelming number of ‘out of the box’ reports.  

Also consider the risks you are trying to manage and track 

with your contract tools and process. There may be ways 

sophisticated systems can help automatically identify and 

report on such risks.  
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Done correctly, Contract Management can: 

- Ensure precedents and templates are easily accessible and kept up to date driving 

standardisation and quality 

- Provide integration opportunities to other systems, such as Matter and Document 

Management, as well as seamlessly feeding real time contract data to any downstream 

systems in your organisation 

- Provide robust data required to effectively manage your contracts 

- Enable and embed risk and opportunity analysis on contracts 

- Reduce manual data capture and rekeying, driving data standardisation 

For more advice and support regarding Contract Management, the experienced Legal Management 

Consulting team at Duff and Phelps can assist you. 

Data First   

What data do you require from your contracts once they are 

executed to effectively manage your body of contracts? It is 

important to build data definition and capture into your plans 

upfront. What is important to know about your contracts, 

their attributes and the obligations they contain? Who will the 

audience be? Will data be captured manually? If so, consider 

your metadata requirements, when this data will be captured 

and by whom. Perhaps you are considering automated data 

extraction?  

If legacy contracts will be migrated to your new system, 

consider whether and to what extent they require data 

enrichment to bring them into line with new contracts that 

will be added to the system. Data enrichment can be a lengthy 

process, so ensure you are clear on the benefits of doing so 

before you undertake it and maybe consider a hybrid 

approach.  

 

Data Residency 

Contract systems often have 

a contract record which 

contains the data you wish to 

store about the contract and 

its document repository, 

where the underlying 

contract and any supporting 

documents are stored.  

For both, an important 

question is whether your 

organisation has any specific 

requirements about where 

this data can be stored and 

where it can pass through.  

Finding out the location of 

data warehouses is an 

important part of system 

selection.  

 

Relationship between Contracts and Matters 

For those teams that also have or are considering a Matter 

Management (MM) system, consider whether contracts 

should be matter centric i.e. should any or all contracts also 

have a matter related to them. This is of particular importance 

when a Document Management System (DMS) is also in place 

and is linked to MM if the desire is for contracts to be 

discoverable via the DMS. 
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