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Introduction
Drafting Contracts and Writing Scope of Work & Contracts Management Professional
examines how organizations write clear contracts and manage them through to closure. This
Training Course covers scope definition, drafting technique, risk allocation, and contract
administration discipline. Participants study standard forms, drafting conventions, and the
tools that keep obligations tracked and enforced. Furthermore, the programme connects
legal language to commercial outcomes through drafting labs and case review. As a result,
delegates leave able to write defensible contracts and administer them with confidence.

Drafting Contracts and Writing Scope of Work &
Contracts Management Professional Course Objectives
- Define scope of work precisely using deliverables, acceptance criteria, and boundaries.

- Distinguish scope of work, statement of work, and specification documents.

- Draft core contract clauses clearly and without ambiguity.

- Apply standard forms including FIDIC, NEC4, and bespoke contract templates.

- Allocate risk through indemnities, warranties, and limitation of liability.

- Structure payment terms, milestones, and liquidated damages correctly.

- Build contract administration registers and obligation trackers.

- Manage variations, change orders, and claims documentation.

- Handle amendments, renewals, and closeout procedures.

- Apply contract management KPIs and performance reviews.

Course Methodology
- Interactive workshops using real contract drafting exercises.

- Structured drafting labs with peer review and coached feedback.



- Clause analysis exercises on ambiguity, risk, and enforceability.

- Case studies of contract failure, claims, and dispute origins.

- Self-assessment tools such as contract risk checklists and obligation registers.

- Action planning that converts each session into a workplace commitment.

Who Should Take This Course
- Contract managers and contract administrators.

- Legal counsel and in-house lawyers.

- Procurement and sourcing professionals.

- Project managers and engineering leads.

- Bid and tender preparation staff.

- Commercial and finance business partners.

- Compliance and internal audit professionals.

Drafting Contracts and Writing Scope of Work &
Contracts Management Professional Course Outlines

Day 1: Foundations of Contracts and Scope of Work
- Contract basics: offer, acceptance, consideration, and intention.

- Distinguishing scope of work, statement of work, and specifications.

- Writing deliverable-based scope with measurable acceptance criteria.

- Defining inclusions, exclusions, and interfaces clearly.

- Common scope errors and their commercial consequences.

- Roles and responsibilities matrices in contracts.

- Drafting a clean scope of work from a project brief.



Day 2: Contract Drafting Technique and Structure
- Contract anatomy: recitals, definitions, operative clauses, and schedules.

- Plain-language drafting principles and avoiding ambiguity.

- Precision in definitions, time periods, and obligations.

- Drafting effective representations, warranties, and covenants.

- Standard forms overview: FIDIC, NEC4, and bespoke templates.

- Boilerplate clauses: notices, assignment, severability, governing law.

- Peer review of draft clauses and redline practice.

Day 3: Risk Allocation, Pricing, and Payment Terms
- Risk allocation principles and who bears what risk.

- Indemnities, knock-for-knock, and consequential loss exclusions.

- Limitation of liability, caps, and carve-outs.

- Payment structures: lump sum, unit rate, cost-plus, milestone.

- Retention, performance bonds, and advance payment guarantees.

- Liquidated damages and delay damages drafting.

- Insurance requirements and certificates.

Day 4: Contract Administration and Performance
Management
- Building obligation registers and deliverable trackers.

- Notice requirements, time bars, and correspondence discipline.

- Managing variations, change orders, and scope creep.

- Claims documentation and contemporaneous records.



- Performance monitoring, KPIs, and service level agreements.

- Handling breaches, remedies, and termination rights.

- Supplier relationship and performance review meetings.

Day 5: Amendments, Closeout, and Contract Lifecycle
Governance
- Amending contracts: variation agreements and addenda.

- Renewals, extensions, and option exercises.

- Closeout, final acceptance, and defects liability periods.

- Lessons-learned reviews and post-contract evaluation.

- Contract lifecycle management (CLM) systems and repositories.

- Governance, approvals, and delegation of authority.

- Personal action plan and continuous improvement.

Conclusion
By successfully completing Drafting Contracts and Writing Scope of Work & Contracts
Management Professional, participants will have acquired a practical command of scope
writing, clause drafting, risk allocation, and contract administration. They will know how to
build obligation registers, manage variations, and handle closeout without disputes. In
addition, the course prepares delegates to use standard forms and templates that reduce
legal exposure. As a result, they return to work ready to draft and manage contracts with
confidence. Gentex Training Center delivers this Training Course with a practical, standards-
based approach.



FAQs for the Drafting Contracts and Writing Scope of
Work & Contracts Management Professional course

Q1  What is the "Drafting Contracts and Writing Scope
of Work & Contracts Management Professional" course
about?
It is a five-day programme that explains how to write clear contracts and administer them
through their full lifecycle. It covers scope definition, drafting technique, risk allocation,
payment terms, contract administration, variations, and closeout governance.

Q2  What are the key benefits of the "Drafting
Contracts and Writing Scope of Work & Contracts
Management Professional" course?
Participants gain the ability to write scopes that reduce ambiguity, close the loopholes that
lead to claims, and strengthen their legal position. They also learn to administer contracts
with disciplined notice and evidence practice, which lowers dispute risk and protects both
cost and schedule.

Q3  What skills will I gain from the "Drafting Contracts
and Writing Scope of Work & Contracts Management
Professional" course?



Scope of work definition with acceptance criteria, contract clause drafting and structure,
risk allocation with indemnities and liability caps, and contract administration with
obligation tracking and performance management.

Q4  What tools, methods, or standards are covered in
the "Drafting Contracts and Writing Scope of Work &
Contracts Management Professional" course?
The course covers FIDIC and NEC4 standard forms, statement of work and specification
structures, responsibilities matrices, indemnity and knock-for-knock clauses, limitation-of-
liability caps, liquidated damages drafting, performance bonds, service level agreements,
obligation registers, notice and time bar disciplines, and contract lifecycle management
systems.

Q5  How is the "Drafting Contracts and Writing Scope
of Work & Contracts Management Professional" course
applied in real-world practice?
Delegates apply it through scope writing for tenders, clause drafting and redlining, variation
and change order handling, claims documentation, KPI-based supplier reviews, amendment
agreements, and closeout reports. They also use it to run peer reviews and coach teams on
disciplined contract administration.


