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1. “Contract Administration is the procurement process of 
ensuring that the seller’s performance satisfies 
contractual obligations.”   

2. “Contract administration involves verifying work results, 
managing change requests, processing invoices and 
managing contractor interfaces.”  

3. “Some organizations may offer the support of a 
centralized contracting group to manage project contract 
administration.  If not, then contract administration is 

managed at the project level in a de-centralized fashion.” 

4. “Unnecessary contract changes should be avoided.”   

5. “Contract changes that will lead to improved project 
performance should be facilitated, but in accordance with 
the project’s change control system.” 

6. “If a contract is well-planned and negotiated, then the 
need for contract changes should be minimized.” 

Applying the Contract Administration Process 

Contract Administration is the procurement process of ensuring that the seller’s performance satisfies contractual obligations.  
Typically, contract administration involves verifying work results, managing change requests, processing invoices and 
managing contractor interfaces.  Large project procurements may require the support of one or more dedicated contract 
administrator(s). 
 

Note that contract changes are not necessarily to be avoided.  If a contract change will facilitate some project performance 
improvement, it should be made.  Of course, it is essential 
that contract changes (like any project change) be made in 
accordance with an approved change control system.    Only 
unnecessary contract changes should be avoided.  If a 
contract is well planned and negotiated, then unnecessary 
contract changes should not surface as issues.  
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