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Generic Procurement Management Plan Template — applicable across industries and project types


1. Purpose & Overview
The Procurement Management Plan defines how goods and services will be acquired from outside the project team — from the make-or-buy decision through vendor selection, contract type, and contract administration. It works together with the companion Vendor/Contract Tracker (a separate spreadsheet), which records the status and performance of every contract.
[Enter any project-specific notes on the overall procurement approach]
2. Make-or-Buy Decisions
Identify which WBS work packages will be performed internally versus procured externally, and the rationale for each decision.
	WBS Work Package
	Make or Buy
	Rationale

	[WBS ID / Work Package]
	[Make/Buy]
	[Cost, capability, capacity, or timeline rationale]

	[WBS ID / Work Package]
	[Make/Buy]
	[Cost, capability, capacity, or timeline rationale]

	[WBS ID / Work Package]
	[Make/Buy]
	[Cost, capability, capacity, or timeline rationale]


3. Procurement Process & Timeline
Describe the end-to-end process each procurement follows, from identifying the need through contract closure.
	Step
	Description
	Responsible

	1. Define Requirements
	Document the scope, specifications, and acceptance criteria for the procured item/service
	[Requesting role]

	2. Solicit Bids (RFI / RFQ / RFP)
	Issue solicitation documents to qualified vendors
	[Procurement Lead]

	3. Evaluate Proposals
	Score vendor proposals against selection criteria (Section 5)
	[Evaluation team]

	4. Select Vendor & Negotiate
	Select the preferred vendor and negotiate contract terms
	[Procurement Lead, Legal]

	5. Award Contract
	Execute the signed contract
	[Sponsor / authorized approver]

	6. Administer Contract
	Monitor deliverables, payments, and performance through the Vendor/Contract Tracker
	[Project Manager]

	7. Close Contract
	Confirm final deliverable acceptance and formally close the contract
	[Project Manager, Procurement Lead]




4. Contract Types
Define which contract type(s) will be used on this project and when each is appropriate.
	Contract Type
	Description
	When to Use

	Fixed-Price (FP)
	Vendor is paid a set price regardless of actual cost incurred
	Well-defined scope with low uncertainty; risk sits with the vendor

	Cost-Reimbursable (CR)
	Vendor is reimbursed actual costs plus a fee
	Scope is not fully defined upfront; risk sits more with the buyer

	Time & Materials (T&M)
	Vendor is paid for time and materials at agreed rates
	Short-duration or staff-augmentation work where scope may evolve


5. Vendor Selection Criteria
Define the criteria and relative weighting used to evaluate and select vendors.
	Criterion
	Weight
	Description

	Price / Total Cost of Ownership
	[%]
	[How cost is evaluated, e.g., not solely lowest bid]

	Technical Capability / Quality
	[%]
	[Relevant certifications, quality systems, track record]

	Delivery Timeline / Capacity
	[%]
	[Ability to meet the project's schedule and volume needs]

	Financial Stability / Risk
	[%]
	[Vendor's financial health and business continuity risk]

	References / Past Performance
	[%]
	[Verified performance on comparable past engagements]


6. Roles & Responsibilities
	Role
	Responsibility

	Project Sponsor
	[Approves contracts above the PM's authority threshold; resolves vendor escalations]

	Project Manager
	[Owns the Procurement Management Plan and Vendor/Contract Tracker; monitors contract performance]

	Procurement Lead
	[Runs the solicitation process; leads vendor negotiations]

	Legal / Contracts
	[Reviews and finalizes contract terms and conditions]

	Requesting Role / Work Package Owner
	[Defines requirements; verifies deliverable acceptance]






7. Procurement Risk Considerations
Note procurement-specific risks. For project-wide risks, refer to the Risk Register.
	Risk
	Mitigation Approach

	[e.g., Single-source dependency on a critical vendor]
	[e.g., Identify a qualified secondary vendor for critical items]

	[e.g., Vendor delivery delay]
	[e.g., Contractual penalty clauses; buffer built into schedule]

	[e.g., Vendor financial instability]
	[e.g., Financial health checks during vendor selection; milestone-based payments]


8. Contract Administration & Performance Monitoring
Describe how active contracts are monitored. The full detail is tracked in the companion Vendor/Contract Tracker.
	Activity
	Frequency
	Responsible

	Vendor/Contract Tracker Update
	[e.g., Bi-weekly]
	[Project Manager]

	Vendor Performance Review
	[e.g., Monthly, or per milestone]
	[Project Manager, Procurement Lead]

	Payment Milestone Verification
	[Per milestone]
	[Project Manager, Finance]


9. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Project Manager]
	
	

	[Procurement Lead]
	
	



10. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft




Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this plan. Remove before final distribution if not needed.
Before you start:
•  Have the WBS Dictionary on hand — make-or-buy decisions should be tied to specific work packages, not decided in the abstract.
•  This plan defines the process and criteria; the companion Vendor/Contract Tracker (Excel) is where each actual contract's status, deliverables, and performance are tracked.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2-4 sentences. State that this plan works alongside the Vendor/Contract Tracker.

	2. Make-or-Buy Decisions
	Reference actual WBS IDs — this is what lets you later verify every procured work package has a corresponding contract in the tracker.

	3. Procurement Process & Timeline
	Adapt the 7-step process to your organization's actual procurement policy — some organizations require additional approval gates (e.g., a Procurement Committee review) that should be added here.

	4. Contract Types
	Only include contract types your organization actually uses — don't list all three if, for example, this project will only ever use Fixed-Price contracts.

	5. Vendor Selection Criteria
	Weights must sum to 100%. Avoid making price the dominant criterion by default — total cost of ownership and delivery risk often matter more than the lowest bid.

	6. Roles & Responsibilities
	Remove the Procurement Lead or Legal rows if the PM handles those functions directly on a smaller project — don't invent roles that won't actually be staffed.

	7. Procurement Risk Considerations
	Focus on risks specific to vendors/contracts; broader project risks belong in the Risk Register, not duplicated here.

	8. Contract Administration & Performance Monitoring
	Align this cadence with the Cost Management Plan's reporting cycle, since payment milestones directly affect the cost baseline.



Common mistakes to avoid:
•  Selecting a vendor on lowest price alone — total cost of ownership, delivery risk, and quality track record often matter more over the life of the contract.
•  Treating contract signature as the end of procurement work — active contract administration (tracking deliverables, payments, and performance) is where most procurement risk actually surfaces.
•  Single-sourcing critical items without a documented contingency — a delivery delay from a sole-source vendor can become a project-critical risk with no fallback.
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