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IMPORTANT NOTES

The notes in this document are intended to help you as a Commercial Plan is produced.  They are all in italics and should be deleted before it is submitted for review.  These “Important Notes” are also to be deleted.

This Product Template is intended for use in Delivery Projects of all types.  Section headings may be changed and/or added as appropriate.  What is most important is to ensure that the document does address all the relevant questions and points.

The Product Templates in Bids and Projects (B&P) are matched to its Process Descriptions and Product Profiles.  Typical “routine” processes are described in Bids and Projects, so when using the Product Templates it offers, it should be sufficient to refer (and link) to the relevant B&P pages.

However Bids and Projects has been designed to provide an overarching process which represents good practice, and within which detailed variations are permitted .  The detail you are required to provide locally may vary from one Business Unit to another, and local Product Templates or other documents are not only permitted but encouraged.  Feel free to adopt your own Product Templates, what matters is that your Project is managed according to the principles and the broad approach described in Bids and Projects.
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1 APPROACH TO COMMERCIAL PLANNING
For a simple Project it will be sufficient to write a few words on each of the following topics.  For a large and more complex Project, a lot of this information will be interlinked, and for clarity and ease of use, it will be clearer some of if it is presented here in spreadsheets, tables, or diagrams.

2 RATIONALE
Outline why the End User or Customer has placed the Contract.  Describe and quantify the main features of the Business Case for both the End User/Customer and the Prime or Sole Contractor.  Here, it should be possible to re-use or adapt material from the Bid documents.

3 ORGANISATION, ROLES, AND RESPONSIBILITIES
3.1 Internal

Identify the key people with responsibility for Directing and Managing the Project.  If it is an internal initiative, this will include the End User’s representatives and Authorities

3.2 External

If they are not documented elsewhere in this Commercial Plan, identify the key players for every other party involved in the Project.

4 CONTRACTUAL RELATIONSHIPS
Describe the structure of the contractual framework and your organisation’s place in it.  Identify every contract, the key parties and their role(s).  For each Contract state the value, duration, and deliverables, and name the person or officer who will act as the other party’s contract authority for (a) payment, (b) Change.

5 MILESTONES AND PAYMENT
For each contract identified in section 1.2, summarise the Milestones that mark contractual progress and trigger payment.  In each case state the contractual amounts due.

6 RISKS, PENALTIES, AND PROTECTION
Identify the major contractual Risks your organisation faces.  These will include non-performance, currency exposure, warranty claims, inflation, and delayed payment of invoices.  They will originate with the various parties to the Contracts, and from events or causes that are outside your organisation’s control.  Describe the arrangements made (or required) to cover them (e.g. liquidated damages, insurance, contingency, currency hedging), and quantify the protection provided by each of these arrangements.

7 FINANCIAL MANAGEMENT AND STATUS REPORTING
This section covers how the Project’s finances will be managed. Identify the corporate policies, rules and procedures that are to be applied.  Most of this is about routine matters such as Initiating and Closing a Bid, Launching and Closing a Project, Financial Status Reporting, payment of Supplier Invoices, when revenue may be recognised and profit taken from the Project Ledgers, and the information and support that the Project must provide for corporate audits.

8 CONTRACT CHANGE CONTROl

This is an outline of the way Changes to the Contract are handled.  Changes will include variation(s) of the Price, alteration(s) of the Scope and Schedule, tightening or relaxation of Acceptance Criteria and Quality Expectations, and replacement of Joint Bidders or Suppliers.  Usually these Changes should be reflected in this Commercial Plan. These Changes will be processed via Manage Issues.

9 COMMERCIAL EVENTS
In addition to the normal routine exchanges between the Project and Financial Control or Accounts, there will be non-routine tasks to be done.  For example final delivery to the End User or Customer usually depends upon formal Acceptance of the Products to be delivered.  Acceptance is a Commercial Event, which always has particular contractual and commercial significance.  This section should describe the interfaces between the Project, the Financial Control or Accounts Department, and the Legal Department.  These interfaces must accommodate these non-routine matters, so take the time to ensure that this will happen.

10 DELIVERY PROCEDURES
There might be particular rules for Delivery to the End User/Customer   These may cover: the packaging of deliverables, access to the Customer Site at particular time(s) of day, the deployment of technicians who have security clearance, allowing time for goods-in inspection and so on.  Rules of this kind which, if they are not followed may delay Acceptance and/or payment, should be identified here. 
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