Comprehensive 2-Day Training Plan for Vendor Management and Contract
Management Based on Relevant ISO Standards

Day 1: Vendor Management

09:00 - 09:30: Introduction and Objectives

Welcome and Introductions:
o Trainer and participant introductions.
o Brief overview of participant backgrounds and roles.
Training Objectives:
o Understanding the importance of effective vendor management.
o Gaining familiarity with relevant 1SO standards.
o Learning key processes and best practices.

09:30 - 10:30: Overview of 1SO Standards

Introduction to 1SO Standards:
o Overview of 1ISO 9001: Quality Management Systems.
o Overview of ISO 20400: Sustainable Procurement.
o Overview of ISO 31000: Risk Management.
Key Principles and Terminology:
o Definitions and concepts.
o Importance of compliance and certification.

10:30 - 10:45: Break

10:45 - 12:00: Vendor Selection and Evaluation

Criteria for Vendor Selection:

o Understanding business needs and requirements.

o Key factors: cost, quality, reliability, and sustainability.
Vendor Evaluation Methods:

o Developing a vendor evaluation framework.

o Using scorecards and checklists.

o Conducting site visits and audits.
ISO 9001 Requirements for Supplier Evaluation:

o Ensuring vendors meet quality standards.

o Continuous monitoring and periodic re-evaluation.

12:00 - 13:00: Lunch Break

13:00 - 14:30: Vendor Performance Management

Key Performance Indicators (KPIs) for Vendors:

o Setting and measuring KPIs.

o Common KPIs: delivery time, defect rates, compliance rates.
Performance Monitoring and Reporting:

o Regular performance reviews and feedback.

o Using data analytics for performance assessment.



Handling Vendor Non-Conformance:
o ldentifying and addressing issues.
o Implementing corrective actions.
o Communication and documentation.

14:30 - 14:45: Break

14:45 - 16:00: Risk Management in Vendor Management

Identifying and Assessing Risks (1SO 31000):
o Risk identification techniques: SWOT, PESTLE analysis.
o Risk assessment methodologies: qualitative and quantitative.
Risk Mitigation Strategies:
o Developing risk mitigation plans.
o Diversifying suppliers and creating contingency plans.
o Regular risk reviews and updates.
Case Studies and Examples:
o Real-world examples of risk management in vendor management.
o Group discussion and analysis.

16:00 - 17:00: Practical Exercises and Q&A

Group Exercises on Vendor Evaluation and Risk Management:

o Participants work in groups to evaluate a sample vendor.

o Developing a risk management plan for a hypothetical scenario.
Q&A Session:

o Addressing participant questions.

o Recap of key points.

Day 2: Contract Management

09:00 - 09:30: Recap of Day 1 and Objectives for Day 2

Recap of Key Points from Day 1:
o Review of vendor management concepts and practices.
o Participant reflections and takeaways.
Overview of Day 2 Objectives:
o Understanding contract management principles.
o Learning key processes and best practices.
o Familiarity with relevant ISO standards.

09:30 - 10:30: Overview of 1SO Standards for Contract Management

Introduction to 1SO Standards:

o Overview of 1ISO 9001: Quality Management Systems.

o Overview of ISO 44001: Collaborative Business Relationships.
Key Principles and Terminology:

o Definitions and concepts.

o Importance of compliance and certification.



10:30 - 10:45: Break
10:45 - 12:00: Contract Development

o Key Elements of a Contract:
o Essential components: scope, deliverables, timelines, payment terms.
o Legal considerations and compliance.
e 1SO 44001 Guidelines for Collaborative Business Relationships:
o Building and maintaining strong business relationships.
o Principles of collaboration and partnership.
o Drafting and Negotiating Contracts:
o Best practices for contract drafting.
o Negotiation techniques and strategies.
o Addressing common contract clauses and pitfalls.

12:00 - 13:00: Lunch Break
13:00 - 14:30: Contract Administration and Performance Management

o Contract Lifecycle Management:
o Stages of the contract lifecycle: initiation, execution, and closure.
o Tools and software for contract management.
e Monitoring Contract Performance:
o Setting performance benchmarks and indicators.
o Regular performance reviews and reporting.
o Handling performance deviations and disputes.
e Handling Changes and Disputes:
o Managing contract amendments and modifications.
o Dispute resolution mechanisms and escalation procedures.

14:30 - 14:45: Break
14:45 - 16:00: Risk Management in Contract Management

e ldentifying and Assessing Contract-Related Risks (ISO 31000):
o Common contract risks: financial, operational, legal.
o Risk assessment methodologies: qualitative and quantitative.
« Risk Mitigation Strategies:
o Developing risk mitigation plans.
o Regular risk reviews and updates.
e Case Studies and Examples:
o Real-world examples of risk management in contract management.
o Group discussion and analysis.

16:00 - 17:00: Practical Exercises and Q&A

e Group Exercises on Contract Drafting and Risk Management:

o Participants work in groups to draft a sample contract.

o Developing a risk management plan for a hypothetical scenario.
e Q&A Session:



o Addressing participant questions.
Recap of key points and training takeaways.

Additional Tips:

e Use Real-Life Case Studies and Examples:
o Ilustrate key points with industry-specific examples.
o Encourage participants to share their experiences.
e Incorporate Interactive Activities and Group Discussions:
o Foster engagement and collaboration among participants.
o Provide Participants with Handouts and Reference Materials:
o Offer detailed handouts, checklists, and templates.
o Include references to ISO standards and additional reading materials.
e Ensure Training Materials are Up-to-Date:
o Regularly review and update training content.
o Include the latest revisions and best practices from I1SO standards.



