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Ready to gain a better understanding of the contract 
management software landscape and learn more about 
the different types of solutions available? Whether you are 
a contract manager, general counsel, or member of an in-
house legal team, if you are in charge of managing your 
organization’s contracts, then this guide will help you begin 
your search for the right solution to fit your needs.

Thankfully, there are a number of contract management 
software options available. The challenge is choosing the 
one that works best with your organization. So how do you 
choose? This guide provides you with all the tools you need 
to assess the current status of your contract management 
strategy, develop a plan to upgrade that strategy, and 
choose the appropriate contract management software. 
Use this guide to evaluate your current contract 
management processes and learn best practices for vetting 
the right software for your company’s needs.

EXECUTIVE SUMMARY



In a recent survey entitled Key Contracting Trends and Best Practices 
in Federal Contract Management, 92 percent of federal contracting 
professionals agreed that effective contract management is vital to 
their organization’s success. At the same time, 40 percent reported 
that their organization’s contract management policies are either 
not consistently applied, not documented, or are nonexistent. Six 
in ten respondents also reported using Microsoft Excel to manage 
contracts – a manual solution lacking the vital features necessary 
for improving the security and efficiency of contract management.

Ineffective contract management is expensive. Your poorly 
managed contracts are costing your organization time and 
money. According to a review by McKinsey, most businesses have 
a vast majority of their annual revenues tied to contracts with 
suppliers and vendors. In fact, in some industries – like public 
utilities, aerospace and defense, and food manufacturing sectors 
– that number is as high as 90 percent. With so much riding 
on these important agreements, it follows that any gap in the 

Introduction
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contract management process can be a costly one. Mismanaged 
documents reduce efficiencies and increase risks which can impact 
businesses’ bottom line.

Just how costly is the problem? The McKinsey research 
estimates that between sub-optimal contracts and poor contract 
management processes, companies experience an erosion of 
value equal to nine percent of their annual revenues, on average. 
“For Fortune’s 2016 Global 500 companies, this nine percent would 
have equaled $2.5 trillion in value,”  says the report.

Thankfully, it doesn’t have to be that way.

In the past, making the switch from traditional contract 
management strategies – like shared drives and spreadsheets – 
seemed overwhelming. Legal departments considering contract 
management software were confronted by an embarrassment 
of riches that made choosing the right solution difficult. Often 
they had to wade through too many choices or too many 
features in one product. There were also budget restraints 
and implementation times to consider. In the face of all these 
obstacles, it makes sense that many organizations decide to stick 
with tried-and-true methods rather than switch to something new 
and unknown. 

But maintaining the status quo isn’t always a suitable option 

A PLETHORA OF CHOICES



The most fundamental consequence of failing to improve current 
contract management strategies is disorganization. If you 
don’t know where your contracts are, you leave your business 
vulnerable to risks including, including missed deadlines and 
increased costs due to fines, penalties, and auto-renewals. Equally 
significant is the increased risk your company may face due to 
inconsistent security protocols and lack of an audit trail. 

Disorganization also leaves your company at a competitive 
disadvantage. If you don’t know what’s lurking in your contracts, 
you cannot act on revenue opportunities like renegotiation, 
change of supplier, or optimizing processes and workflows with 
new or different service providers.

It’s hard to keep track of contracts with cobbled-together solutions 
like spreadsheets, shared drives, and emails. And with so many 
contracts to stay on top of, it’s no surprise some companies simply 
can’t keep track of them all – one study found that the majority of 
businesses can’t even locate at least 10 percent of their contracts. 

THE CONSEQUENCES OF INACTION

– especially for organizations that plan on expanding their 
operations and boosting their revenue.

THE BENEFITS OF THIS GUIDE

Dedicated contract management software can help organizations 
better manage their entire contract portfolio. In a survey of
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organizations that have adopted contract management software, 
63 percent saw faster and more profitable negotiations, 57 
percent saw increased compliance with corporate or government 
regulations, and 44 percent saw a reduction in labor costs, along 
with other benefits. While there are many reasons to consider 
switching from a manual solution to contract management 
software, an abundance of choices on the market can make 
choosing the best software seem like a difficult task. But it doesn’t 
have to be. The first step is understanding the capabilities – and 
limitations –  of today’s contract management software.

Deciding which software solution makes sense for your 
organization doesn’t have to be complicated. In this guide, you 
will learn how to you evaluate and implement the right contract 
management software to fit your needs. After reading this guide, 
youyou will be better informed about your options and better able 
to choose a contract management solution capable of meeting 
your organization’s goals and objectives and improving your 
contract management processes.



Despite the fact that there is practical, affordable contract 
management software available, a number of companies continue 
to rely on manual methods and hesitate to switch to an automated 
system. Concerns over the price tag of contract management 
software, the time it takes to implement, and lack of system 
adoption also trigger concerns, leaving businesses stuck in limbo 
as they try to decide what to do. 

If there’s one thing most businesses have in common about their 
current contract management process, it’s that no clear path exists 
for what to do with agreements after they’re signed. Sixty percent 
of organizations use email to manage their contracts, and a similar 
rate use Excel, two solutions which are extremely limited as far 
as access, visibility, security, and other essential contract needs. 
Meanwhile, 71 percent of companies can’t even find at least one-
tenth of their existing contracts.

Unfortunately, an inability or unwillingness to make the switch to 

The Primary Problems of 
Poor Contract Management
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a software solution means that the already complicated task of 
managing a contract portfolio is even more difficult – especially 
as the contract repository grows and the number of contracts 
increases. The end result? Inefficiency, disorganization, missed 
revenue-generating opportunities, and increased costs.

Poor contract management processes foment inefficiency, impede 
communication and collaboration, and can trigger risk and other 
compliance issues. When you consider that only one-quarter of 
organizations have a centralized automated contract management 
solution, it’s easy to see why the lack of consolidated contract 
storage can lead to chaos. The problem is so bad that one study 
by MarketWatch found that nearly 90 percent of spreadsheets 
contain mistakes; large spreadsheets may contain “dozens of 
undetected errors,” experts say. These inaccuracies can be 
expensive – in one instance, something as simple as a “cut and 
paste” mistake cost a Canadian power company $24-million.

THE IMPACT OF INEFFECTIVE CONTRACT MANAGEMENT

Chaos in your contracts leads to additional expenditures and 
increased risk. For most organizations, inefficiency is likely 
the culmination of a series of smaller problems associated 
with an ineffective management approach. Unclear goals and 
expectations, poor communication, redundancy, and convoluted 
compliance matters are all contributing factors. Disorganization 
also leads to lost opportunities, increased cost, and increased risk.

INEFFICIENCY AND DISORGANIZATION



Disorganization usually stems from the lack of a centralized, up-
to-date, contract repository. Depending on spreadsheets and 
shared drives makes consolidation and consistency difficult  – your 
contracts may live on different computers, be overwritten and 
saved as duplicate files, living in numerous different versions. 

This disorganization can also make the data within spreadsheets 
unreliable, as the user may have no easy way to check that they 
are working off the most recent or accurate spreadsheet. Different 
formatting or types of information tracked from spreadsheet to 
spreadsheet can further introduce confusion and complication to 
contract management processes. 

While your spreadsheet may keep track of which contracts are in 
existence, they may not tell you where each contract is located – 
so even if your spreadsheet is up-to-date and accurate in all other 
ways, actually finding that contract, or locating a particular term or 
other information within, may pose a whole new set of challenges.

LACKLUSTER COMMUNICATION AND COLLABORATION

Effective contract management requires easy and effective internal 
collaboration between the people who will be using said contracts 
and the contract management team. Done right, this collaboration 
results in contracts that effectively represent the user’s needs, but 
that also leverages the deep contract-related expertise that lies 
within the contract management team.
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Two key challenges that often stand in the way of this effective 
collaboration are communication and visibility.  When contracts 
are handled manually, they are not always accessible to everyone 
who needs them. That makes involving the right team members a 
top priority, especially when relying on a single gatekeeper to dole 
out information. 

SECURITY AND COMPLIANCE

Processes for sharing spreadsheets between users and across 
departments are often at odds with best practices for data security 
due to access requirements.

Initially, storing such spreadsheets on shared drives or using free 
storage and collaboration tools may enable easier access for those 
who need it, but this may also allow unauthorized individuals to 
gain entry. On the other hand, if spreadsheets related to contract 
tracking are locked up tight on a restricted drive or some other 
secure location, those who need to access them may not easily 
be able to do so (or dealing with a high volume of access requests 
may create additional work and backlogs).

Without the ability to set customized permissions and manage 
access to contracts, organizations risk making their contract 
repository vulnerable to a security breach or too locked down to 
be useful to the company. 



A common problem for businesses is knowing when to take the 
plunge and invest in contract management software. For some 
companies, it may make sense to invest in a contract management 
solution despite overseeing a small batch of contracts if those 
contracts are of significant value, have a long duration, or contain 
many important deadlines. In those instances, it would be unwise 
to rely on a manual system, as important matters are far more 
likely to get lost in the shuffle.

It’s important to note that for some organizations, contract 
management software may not be necessary. It is often said that 
making the switch will be necessary when the portfolio amounts 
to around a hundred contracts, but this really depends on each 
company’s person-power and resources. Although it may be 
tempting to wait until the portfolio reaches a certain point, it is 
actually better to invest early and reduce the friction necessary to 
implement at a later date.

Are you ready for Contract 
Management Software?
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REASONS TO ADOPT CONTRACT MANAGEMENT SOFTWARE

How do you decide when the time is right? 

A first step a company can take in correcting the problems 
associated with poor contract management is to take an honest 
assessment of their current process and where it falls short. An 
automated contract management solution with a combination of 
practical features may be able to address these shortcomings and 
improve efficiency, reduce risk, and save money in the long run. 

Companies likely have a lot of other goals when it comes to 
contracting, especially when the contracting process comprises 
a significant portion of a company’s operations. Regardless of 
what those goals are, it is highly likely that contract management 
software can help them be met. 

Some of the benefits of contract management software include 
the following:

1 - IMPROVED ORGANIZATION

Between drafting new agreements, pulling filed-away contracts 
for other stakeholders, keeping track of countless milestones, 
and numerous other tasks, multiplied by the full volume of 
agreements for which you’re responsible, the workload (and 
resulting bottlenecks) of contract management can often feel 
insurmountable. But once documents have been migrated to a 
central repository, it becomes far easier to perform many of the 
crucial tasks of contract management.



Contract Management Software organizes and centralizes 
your contracts, placing them all in one repository accessible by 
anyone authorized to manage your critical agreements. Unlike 
manual storage and organization methods, migrating all of your 
contracts to an online repository allows you to locate the precise 
information you need in seconds. Furthermore, with the right 
contract management software solution, you can also improve the 
security of the sensitive information contained in your documents 
– a key compliance requirement in some industries – through 
features such as access controls and encryption.

2 - BETTER COMPLIANCE

For businesses engaged in government contracting and/or 
those subject to rigorous compliance demands, instituting a 
comprehensive contract management strategy and investing 
in a robust software solution is essential to ensure proper 
performance and full compliance. 

Contract compliance involves a lot of rules and regulations, and 
in addition to complying with those policies; companies may also 
have to submit to various audits and reviews. Staying on top of 
these detailed processes requires solid organization, adherence to 
strict timetables, and the ability to locate items quickly, all of which 
is easier to accomplish when using the right technology. From a 
performance and liability standpoint, one of the most important 
reasons to invest in a robust contract management solution is 
when there are compliance matters at stake.
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3 - ENHANCED SECURITY

Your company’s contracts contain highly-sensitive and often 
competitive information about how you do business, from 
brand specifications to pricing and vendor details. Compliance 
regulations may also require that you take extra care to protect 
customer data that exists within your contracts, with steep 
penalties for failing to do so. As such, the security features of any 
legal contract management software should be one of the most 
important considerations in making your selection. 

When reviewing solutions, you should bring in your IT department 
so that they understand how data is being protected. Important 
security features to look for are two-factor authentication, data 
encryption, and data center security. 

Finally, you can put an end to having to pull contracts for others 
by enabling permission-based user roles, which allow authorized 
individuals to access specific contracts on a self-serve basis. In 
short, automation can cut much of the “busy work” of contract 
management, allowing you to focus on driving greater quality and 
better results.

EVALUATING YOUR OPTIONS

While it’s important to read up on the features of any contract 
management software you are considering, there’s no substitute 
for trying it out firsthand. Testing the software will give you a 
clearer picture of how easy and intuitive it is to use, and whether it 



can support your optimal contract management processes. Before 
you lock in on a plan, request a guided product demo – which can 
better help you to understand the functionalities and features 
– and ask if a free trial is available so that you can test out the 
software for yourself.

To evaluate pricing, make sure you’re comparing apples to apples. 
In order to compare the price of different software, you must 
first know what tools are included and what items are considered 
extras. For example, one platform may have a low monthly 
subscription fee but charge per user or number of contracts. If you 
have a high volume of contracts to manage or require access for 
numerous employees, these fees could work out to much higher 
cost overall than an all-inclusive plan.

Don’t forget to ask about customer service and support resources. 
No matter how intuitive and cutting edge your software, confusion 
or technical issues can still arise from time to time. As such, it’s 
important to understand what levels of support are available, 
including applicable time frames and cost associated with post-
purchase customer support. Ideally, your software should include 
24/7 support by phone and email so that you can get help quickly 
should the need arise.
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Multiple Employees 
Access Contracts?

Several Offices 
Have Contracts?

100 or More 
Contracts?

Have Many Contracts
With Various Vendors?

Compliance 
is a Priority.CONTRACT

MANAGEMENT
SOFTWARE



Once a company realizes it does indeed need to invest in contract 
management software and begins to assess the type of solution 
it desires, there are various factors to consider when making the 
final selection. There is not a clear-cut approach to this process 
given that businesses that participate in contracting vary in many 
ways. Nonetheless, here are some best practices for selecting the 
right contract management software, as well as things to consider 
when assessing whether the solution is and will continue to be the 
right fit for your company over the long haul. 

Contract Management Software 
Selection Best Practices

IDENTIFY CURRENT PRACTICES AND INEFFICIENCIES

Despite the importance of effective contract management, 
many companies have no formal, documented standards for 
navigating contract-related processes. But without a plan for 
dealing with every step of the contract management lifecycle – 
from the planning phase through to renegotiation or termination 
– companies increase the risk of noncompliance and other 
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problems. The first step to successfully approaching contract 
management services is to assess what you’re currently doing. This 
can help to determine whether there are any risky gaps in your 
processes. 

Some important questions to ask as part of this 
assessment include:

• What is the breadth of our current contract portfolio? 
• How are we leveraging our learnings from past contracts to 

strengthen the terms in new agreements?
• Who is responsible for each task that needs to be performed 

during a contract’s term? What does each party need to 
perform their tasks?

• How are we tracking contract performance once agreements 
are signed?

• What information do we need in order to determine 
whether a contract should be renewed or terminated? How 
much time do we need to make this decision?

The only way that a company can ensure that it selects the right 
contract management solution is by first taking a long, hard 
look at its existing contract management strategy. There has to 
be an internal audit and honest assessment of what is actually 
working and what the existing inefficiencies are within the contract 
management process. 

For companies that have not implemented any sort of technology, 
many issues will no doubt stem from reliance on cumbersome



spreadsheets prone to human error. It is important to identify 
the most common contract management problems, such as if 
deadlines being missed on a frequent basis, accounts not being 
paid in a timely fashion, or cost overruns due to redundant 
ordering practices. 

It is fairly common for companies to find that many of the issues 
that they encounter are simply due to disorganization, which 
results in poor contract visibility and thus details end up getting 
overlooked. Of course, plenty of companies may fail to plan or 
devote sufficient resources to the entire contract management 
process, as the main focus is often on finding, negotiating, and 
signing the contracts, with less time and concern for managing it 
after all of that is finished.

How to Establish Current Practices and Identify 
Inefficiencies

 ⃝ Collaborate with the contract management team for their 
input. 

 ⃝ Examine the budgetary impact of any contract-related 
problems. 

 ⃝ Consult with the contract management team to identify 
areas in need of improvement in one’s day-to-day tasks in 
the contract lifecycle. 
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DETERMINING YOUR COMPANY’S CAPABILITIES

It is important to keep in mind that the software selected must be 
the kind of system that your company has the bandwidth to both 
implement and utilize. For most companies, it simply does not 
make sense to invest time or money into an overly complicated 
system or one that will take an inordinate amount of time to set up 
and learn how to use. 

Unimplemented and/or underutilized software has the potential to 
do more harm than good. It is imperative to choose an affordable 
solution that can be implemented quickly, is easy to use, and has 
the right combination of features that your company has the time 
and resources to take advantage of and will meet your company’s 
particular contract management needs. 

A requirements list can help you to easily determine which 
software options are not suitable and discover which solutions will 
best work for your organization.

When compiling your list, consider the following:

• The number of users the software can support
• The number of contracts/storage space
• Your organization’s compliance and security requirements
• Features able to improve the ease and efficiency of your 

contract management



It is probably safe to bet that most companies are going to be 
primarily concerned with the cost of contract management 
software. Fortunately, practical contract management solutions 
do not have to break the bank. Companies must consider the 
amount of money they can allocate to the contract management 
process and then research the contract management solutions 
that meet that price point. 

Price can be a very real barrier when it comes to making the 
switch to contract management software. You should begin with 
a clear understanding of what you are paying for, including data 
caps and user limitations, tools and features, and training and 
support. Sometimes the lowest service tier can end up being the 
most expensive if you discover too late that there are additional 
fees for customer service or that you need more than the basic 
capacity for data and/or users. Finally, be clear on functionality 
- there is no need to pay for features you will not need just 
because they are bundled into a premium package. 

ARTICULATE YOUR BUDGET
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5 Steps to Help with the Selection Process

 ⃝ Establish contracting end-goals. 
 ⃝ Identify the features required to meet your company’s 
specific contract management needs and goals. 

 ⃝ Determine the number of users needed and any data 
capacity requirements. 

 ⃝ Review the specific features and capabilities of the solutions 
your company can afford, paying attention to the scope or 
potential limitations of the software. 

 ⃝ Determine exactly how much money your company can 
spend. 

REQUEST A DEMO

After selecting and implementing contract management software, 
it is important to assess its utility, or perhaps even its lack thereof. 
Begin by asking for a free trial so you can test-drive the product. 
Make sure you have a clear idea of how you plan to use the 
product and establish a way for other users to test and provide 
feedback based on their needs and responsibilities.



Now that you’ve determined your organization could benefit from 
implementing contract management software, the next step is to 
establish an onboarding process. Making implementation easy 
and straightforward is essential. It is often during the onboarding 
process that organizations discover new challenges or obstacles, 
so it is important to have a clear, step-by-step procedure in place.

Steps to Successful 
Implementation

CREATE AN ONBOARDING PLAN

Once you have decided on adopting contract management 
software and have chosen your provider, the next step involves 
developing a detailed onboarding/training plan. A good first step is 
to take some time and revisit the requirement list you developed 
in the evaluation phase with an eye to how the features of your 
new software will support your processes. Now is the time to 
draft specific contract management procedures that use the tools 
available to you to fulfill your contract management objectives. 
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For each step in your contract management process, look at what 
you are hoping to achieve, and determine precisely how to use 
your software to make that happen.

ESTABLISH STANDARDS AND TEMPLATES

Next, track down all of your contracts and contract templates. If 
your previous approach to contract management was disjointed, 
it’s likely your contracts exist in all sorts of locations, from 
SharePoint to filing cabinets. Rather than uploading contracts 
haphazardly, take some time to track them all down and then take 
stock of your portfolio. This can help you to determine the optimal 
storage structure and classification standards that will best fit your 
needs.

TESTING AND EVALUATING

The final step of your implementation process should involve 
evaluating your software’s performance in “the real world.” It 
may take a few months for the benefits or problems associated 
with the selected solution to become apparent, so assessing 
contract performance on a monthly or quarterly basis may be 
helpful. Ultimately, the evaluation of a solution’s advantages and 
disadvantages depends on the company’s pre-defined contracting 
goals and objectives, so it’s helpful to regularly revisit and revise 
your list of contract management software requirements.



 ⃝ Identify your current contract management process: What is 
working and where do inefficiencies exist?

 ⃝ Consult with the contract management team to get their input 
and identify areas in need of improvement in one’s day-to-day 
tasks in the contract lifecycle. 

 ⃝ Determine exactly how much money your company can spend. 

 ⃝ Establish contracting end-goals. 

 ⃝ Identify the features required to meet your company’s specific 
contract management needs and goals. 

 ⃝ Determine the number of users needed and any data capacity 
requirements. 

 ⃝ Review the specific features and capabilities of the solutions 
your company can afford, paying attention to the scope or 
potential limitations of the software. 

 ⃝ Have your IT team review the security features of the solutions 
being vetted. 

 ⃝ Request a free demo or trial of your top 3 choices. 

 ⃝ Select the appropriate software. 

 ⃝ Learn how to use the product in its entirety, taking advantage of 
all available training resources. 

 ⃝ Measure the company’s contract performance and progress by 
using custom reports. 

 ⃝ Keep up with any changes to the software platform and new 

features. 

Contract Management Software Selection Checklist
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 ⃝ Communicate the impact of the contract management solution 

implementation with key stakeholders, especially:  

• Any milestones achieved using the software. 

• Improvements to the contract management process and overall 

business operations.

• Budgetary benefits or obstacles 

• Liability and risk reductions 

• Compliance matters 

• Any challenges and setbacks and if/how they can be addressed



Manual methods such spreadsheets inevitably lead to inefficiency 
caused by human error, which can slow down the contract 
management process and open it up to risk. Implementing 
contract management software to replace a manual process can 
eliminate the risk altogether and save precious time and money. 

Contracts can be complicated agreements, but managing 
them does not have to be. Although it may seem like there 
are countless, perfectly good contract management solutions 
available, many of them likely have multiple features that merely 
add to the price tag but do not actually add value. The key to 
selecting the right contract management solution is to be realistic 
about your company’s contract management needs within the 
context of your budget to ensure your company only pays for 
contract management software that has all the necessary features 
and functions.

Conclusion
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ABOUT CONTRACTWORKS

ContractWorks provides contract management software that 
focuses on usability and a simple user interface. Deliberate in its 
design, ContractWorks offers a comprehensive feature set for 
companies that are keen to move away from managing contracts 
manually, tracking details on spreadsheets, or struggling with an 
existing contract management process that’s too complicated or 
too expensive.

With a 30-minute setup, flat-rate pricing, and outstanding 
customer service and support, ContractWorks has become the 
contract management solution of choice for businesses across 
industries.

Learn More

Ready to Learn More About ContractWorks?

Contact us:
866.700.7975
sales@contractworks.com
www.contractworks.com

Contact us today to learn more about our solution or 
request a demo.

https://www.contractworks.com/free-trial
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