[bookmark: _gdqqgj9pz6e]CONTRACT LIFECYCLE MANAGEMENT RECORD
Document Version: [1.0] Last Updated: [Date] Record Owner: [Name / Department]

[bookmark: _1uufceb8vp5f]PART 1: CONTRACT REQUEST FORM
	Field
	Entry

	Request ID
	[CLM-2027-001]

	Date of request
	[MM/DD/YYYY]

	Requester name and department
	[ ]

	Contract type
	☐ Service ☐ Vendor ☐ Client ☐ Lease ☐ Employment ☐ NDA ☐ Other: [ ]

	Counterparty (full legal name)
	[ ]

	Counterparty address and contact
	[ ]

	Business reason for contract
	[ ]

	Estimated value
	[$ ]

	Desired start date
	[ ]

	Desired term
	[ ] months / years

	Is personal or sensitive data involved?
	☐ Yes ☐ No

	Standard template available?
	☐ Yes ☐ No

	Urgency
	☐ Standard ☐ Rush (reason: [ ])



[bookmark: _v4rib2b59nc2]PART 2: CONTRACT SUMMARY RECORD
	Field
	Entry

	Contract title
	[ ]

	Contract ID
	[ ]

	Our entity
	[Legal name]

	Counterparty
	[Legal name]

	Effective date
	[ ]

	Signing date
	[ ]

	Expiration date
	[ ]

	Term type
	☐ Fixed ☐ Auto-renewing ☐ Open-ended

	Total contract value
	[$ ]

	Payment terms
	[Net __ days]

	Deposit
	[$ / % / None]

	Late fee
	[ ]

	Termination notice
	[__ days, by ☐ Email ☐ Post ☐ Both]

	Auto-renewal notice deadline
	[Date]

	Governing law and venue
	[State / Country]

	Liability cap
	[ ]

	Indemnity
	☐ Mutual ☐ One-way ☐ None

	Insurance required
	[Type and amount]

	Confidentiality period
	[ ]

	IP ownership
	[ ]

	Contract owner
	[Name]

	Backup owner
	[Name]

	Storage location
	[Folder link or system]



[bookmark: _gh15aj6p2ld0]PART 3: APPROVAL MATRIX
	Contract value or risk
	Required approvers
	Approved (Y/N)
	Date
	Initials

	Under [$5,000]
	Department manager
	
	
	

	[50,000]
	Manager + Finance
	
	
	

	Above [$50,000]
	Manager + Finance + Legal + Executive
	
	
	

	Any data or privacy risk
	Add: Privacy/IT lead
	
	
	

	Any non-standard terms
	Add: Legal
	
	
	



[bookmark: _lnbb667dpb3h]PART 4: OBLIGATION AND MILESTONE TRACKER
	#
	Obligation
	Responsible party
	Owner
	Due date
	Reminder
	Status
	Notes

	1
	[Deposit payment]
	[Client]
	[ ]
	[ ]
	7 days
	☐
	

	2
	[Deliverable 1]
	[Contractor]
	[ ]
	[ ]
	14 days
	☐
	

	3
	[Insurance certificate renewal]
	[Contractor]
	[ ]
	[ ]
	30 days
	☐
	

	4
	[Quarterly review]
	[Both]
	[ ]
	[ ]
	14 days
	☐
	



[bookmark: _u8on2zejf6i5]PART 5: RENEWAL AND EXIT PLAN
	Item
	Entry

	Renewal review start date (recommended: 120 days before expiry)
	[ ]

	Performance rating (1–5)
	[ ]

	Cost versus value review
	[ ]

	Alternatives considered
	[ ]

	Decision
	☐ Renew ☐ Renegotiate ☐ Replace ☐ Terminate

	Notice sent on
	[ ]

	Data return or deletion confirmed
	☐

	Final invoice settled
	☐

	Archive date
	[ ]



[bookmark: _qmkmedlvpwzq]PART 6: CHANGE AND VERSION LOG
	Version
	Date
	Change made
	Changed by
	Approved by

	1.0
	[ ]
	Original executed contract
	[ ]
	[ ]

	1.1
	[ ]
	Amendment No. 1
	[ ]
	[ ]



[bookmark: _e6lbidc6ax7q]PART 7: SIGN-OFF (OPTIONAL INTERNAL ACKNOWLEDGMENT)
I confirm the information above is accurate and the required approvals have been completed.
Contract Owner: ____________ Date: ______
 Legal Reviewer: ____________ Date: ______
This template is for general information and is not legal advice. Review it with a licensed attorney in your jurisdiction.

