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BBA 4326, Procurement and Contract Management 1 
 


 
 


Course Description 
 
Investigates contracts as a means for individuals and businesses to sell and otherwise transfer property, services, and 
other rights. Examines the actions winning companies are utilizing to build successful partnerships, manage expectations, 
and build trust between organizations. Also investigates the contract management process, roles and responsibilities of 
team members, contracts and legal issues, e-procurement, and contracting methods. 
 
 


Course Textbook 
 
Garrett, G. A. (2010). World class contracting (5th ed.). Riverwoods, IL: CCH Inc. 
 
 


Course Learning Objectives 
 
Upon completion of this course, students should be able to: 
 


1. Summarize the actions needed to build successful partnerships in the e-business age. 
2. Analyze the critical importance of each level of the Successful Partnership Pyramid. 
3. Describe the steps in the contract management process. 
4. Explain the importance of teamwork in the contract management process.  
5. Compare and contrast contract law in the United States to the different contracting concepts and principles used 


globally. 
6. Discuss e-procurement and other contracting methods. 
7. Summarize the three phases of the contract management process: pre-award, award, and post-award. 
8. Compare and contrast the general contract pricing arrangement options for meeting business objectives. 
9. Explain common misconceptions regarding global contract management. 


10. Describe the significance of the project management discipline to provide solutions that meet or exceed customer 
expectations for value and results. 


11. Discuss the unique tools which organizations are using to improve their buying and/or selling performance: 
Contract Management Maturity Model and the Contract Management Risk and Opportunity Assessment Tool. 


12. Justify the need for an enterprise contract management process. 
 
 


Credits 
 
Upon completion of this course, the students will earn three (3) hours of college credit. 
 
 


Course Structure 
 


1. Unit Learning Objectives: Each unit contains Unit Learning Objectives that specify the measurable skills and 
knowledge students should gain upon completion of the unit.   


2. Written Lectures: Each unit contains a Written Lecture, which discusses lesson material. 
3. Reading Assignments: Each unit contains Reading Assignments from one or more chapters from the textbook. 


Supplemental Reading is provided in the Unit III Study Guide to aid students in their course of study. 
4. Key Terms: Key Terms are intended to guide students in their course of study. Students should pay particular 


attention to Key Terms as they represent important concepts within the unit material and reading.    
5. Unit Assessments: This course contains six Unit Assessments, one to be completed at the end of Units I-VI. 


Assessments are composed of written response questions. 
6. Unit Assignments: Students are required to submit for grading Unit Assignments in Units I-VII. Specific 


information and instructions regarding these assignments are provided below.  
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7. Course Project: Students are required to submit for grading a Final Procurement Plan in Unit VIII. Specific 
information and instructions regarding this assignment are provided below. 


8. Ask the Professor: This communication forum provides you with an opportunity to ask your professor general or 
course content related questions. 


9. Student Break Room: This communication forum allows for casual conversation with your classmates. 
 
 


Unit Assignments 
 
Unit I Mini Project 
 
There are eight RFP (request for price) documents located in the Course Documents section of this course. Please 
take this week to look them over carefully in order to be prepared to select one for Unit II. You will be working with the 
RFP you select throughout the course to build upon each unit’s work. Each RFP has incomplete data, so you will be 
required to research to fill in some of the blanks or the missing data. 
 
Take the RFP project from the perspective that you are the contactor that won this bid; therefore, you must present 
professional looking documents to your client. This means the appropriate use of color and branding. Once you choose 
your RFP, compose a 75 word document that identifies the RFP you selected and your reason for choosing it. 
 
Unit II Mini Project 
 
Needs Assessment 
 
Click here to retrieve the Needs Assessment Template. Working with the RFP you have selected and this template, 
create a needs assessment document.  
 


 Be sure to fill out each section in detail using as much information you can gather from the RFP.  


 There may be information that is not provided in each RFP, so you may have to conduct research to account 
for the missing information because this is a fictitious project.  


 Make this document as professional-looking as possible. You are the contract manager for the RFP you have 
selected. Therefore, present the documentation as if this is going to leadership.  


 
Follow the instructions in each section of the template 
 
Unit III Mini Project 
 
Risk Management Matrix 
 
Click here to retrieve the Risk Management Template. Working with the RFP you have selected and this template 
create a risk matrix and management plan for your project. 
 
The Risk Management Template is filled out so you can see the level of detail needed. This template must be tailored 
to your specific project and presented as if you are giving this to your client, which means uniform font, color, graphics 
and a professional look. 
 
The document should include a title page, verbiage on why risk management is important to your selected project and 
how it relates to the project (two to three paragraphs), the modified risk table, and a conclusion.  
 


 Each risk must be scored, and mitigation plans must be outlined in detail. 


 Each risk must be ranked, and therefore, the highest risk items should be on top: red, yellow, green in order. 
 


Listing at least 10-15 risks is appropriate. 
 
Unit IV Mini Project 
 
Statement of Work 
 
Click here to retrieve the Statement of Work Template. Working with the RFP you have selected and this template 
create a statement of work for your project. 
 




https://online.columbiasouthern.edu/CSU_Content/courses/Business/BBA/BBA4326/12E/UnitII_NeedsAssessmentTemplate.doc



https://online.columbiasouthern.edu/CSU_Content/courses/Business/BBA/BBA4326/12E/UnitIII_RiskManagementTemplate.xls



https://online.columbiasouthern.edu/CSU_Content/courses/Business/BBA/BBA4326/12E/UnitIV_StatementofWorkTemplate.doc
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This template must be tailored to your specific project and presented as if you are giving this to your client and your 
leadership; this means uniform font, color, graphics and a professional look. 
 


 Remove all traces of the guidance verbiage that is included in the template. 


 The tips in the guidance are there to help you fill out the Statement of Work appropriately for your selected 
RFP. 


 
Unit V Mini Project 
 
Post Award Phase  
 
Taking into considerations the RFP you have selected to work with during this course, answer the following questions 
in detail. Submit this assignment as one comprehensive MS Word document of no less than 200 words. 
 


1. As a possible result of changes in buyer’s or seller’s needs, what change management process would you 
consider putting in place if this were a real bid that you won? How would you document change? 


2. Disputes are likely to occur along the way. What dispute resolution process would you put into place and how 
would you handle disputes? 


 
Unit VI Mini Project 
 
Value Creation  
 
Sellers create value for buyers in the form of providing leading edge technology, state of the art products, timely 
services, ease of buying, and quality of relationships, services, and products. These values are usually related to 
company finances (but not for all criteria, as compliance, safety, and other factors can be considered). Sellers will 
create value for you as the buyer, given the RFP you have selected, and then in turn you will create value for your 
buyer (client).  
 
Taking into considerations the RFP you have selected to work with during this course, answer the following two 
questions in detail. Submit this assignment as one comprehensive MS Word document of no less than 200 words. 
 


1. What are the most important value add criteria your sellers can provide you in order to make your project a 
success? 


2. In turn, what value will you provide to your clients? Why should your clients select you as their future vendor?  
 
Unit VII Mini Project 
 
CMROAT 
 
Use the RFP you have selected to work with during this course. Given the following list of possible risks/opportunities, 
name four that come into play, and give details about how each of the four you selected can impact the RFP (risks and 
opportunities) you have selected if it were to be a real project. How can these risks be mitigated? How can the 
opportunities (if any) be used to improve the project and procurement relationship? Submit this assignment as one 
comprehensive MS Word document of no less than 500 words. 
 


 Budget 


 Schedule 


 Seller Experience 


 Quality 


 Technology 


 Geography (location of buyer, seller, associates) 


 Financial  


 Strategic Direction (for both buyer and seller) 
 
At the end of the course, a final procurement plan is due (the Procurement Plan Template is accessible from Syllabus 
Unit VIII Course Project below). Please take the time to begin working on this during Unit VII so you have enough time 
to complete it by the end of the official course date. This is a detailed document relating to the RFP you have selected. 
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Unit VIII Course Project 
 
Final Procurement Plan 
 
Click here to retrieve the Procurement Plan Template. Working with the RFP you have selected and this template, 
create your final procurement plan.  
 


 Be sure to fill out each section in detail using as much information as you can gather from the RFP and your 
past assignments.  


 There may be information that is not provided in each RFP, so you may have to conduct research to account 
for the missing information because this is a fictitious project.  


 Make this document as professional-looking as possible. You are the contract manager for the RFP you have 
selected. Therefore, present the documentation as if this is going to leadership.  


 
Follow the instructions in each section of the template 
 
 


APA Guidelines 
 
CSU requires that students use the APA style for papers and projects. Therefore, the APA rules for formatting, quoting, 
paraphrasing, citing, and listing of sources are to be followed. A document titled “APA Guidelines Summary” is available 
for you to download from the APA Guide Link, found in the Learning Resources area of the myCSU Student Portal. It may 
also be accessed from the Student Resources link on the Course Menu. This document provides links to several internet 
sites that provide comprehensive information on APA formatting, including examples and sample papers. 
 
 


CSU Grading Rubric for Papers/Projects  
 
The course papers will be graded based on the CSU Grading Rubric for all types of papers. In addition, all papers will be 
submitted for electronic evaluation to rule out plagiarism. Course projects will contain project specific grading criteria 
defined in the project directions. To view the rubric, click the Academic Policies link on the Course Menu, or by accessing 
the CSU Grading Rubric link, found in the Learning Resources area of the myCSU Student Portal. 
 
 


Communication Forums 
 
These are non-graded discussion forums that allow you to communicate with your professor and other students. 
Participation in these discussion forums is encouraged, but not required. You can access these forums with the buttons in 
the Course Menu. Instructions for subscribing/unsubscribing to these forums are provided below. 
 
Once you have completed Unit VIII, you MUST unsubscribe from the forum; otherwise, you will continue to 
receive e-mail updates from the forum. You will not be able to unsubscribe after your course end date. 
 
Click here for instructions on how to subscribe/unsubscribe and post to the Communication Forums. 
 
Ask the Professor 
 
This communication forum provides you with an opportunity to ask your professor general or course content questions. 
Questions may focus on Blackboard locations of online course components, textbook or course content elaboration, 
additional guidance on assessment requirements, or general advice from other students. 
 
Questions that are specific in nature, such as inquiries regarding assessment/assignment grades or personal 
accommodation requests, are NOT to be posted on this forum. If you have questions, comments, or concerns of a non-
public nature, please feel free to email your professor. Responses to your post will be addressed or emailed by the 
professor within 48 hours. 
 
Before posting, please ensure that you have read all relevant course documentation, including the syllabus, 
assessment/assignment instructions, faculty feedback, and other important information. 
 




https://online.columbiasouthern.edu/CSU_Content/courses/Business/BBA/BBA4326/12E/UnitVIII_ProcurementPlanTemplate.doc



https://online.columbiasouthern.edu/CSU_Content/common_files/instructions/DB/Create_New_Thread_Subscribe.pdf
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Student Break Room 
 
This communication forum allows for casual conversation with your classmates. Communication on this forum should 
always maintain a standard of appropriateness and respect for your fellow classmates. This forum should NOT be used to 
share assessment answers. 


 
 


Grading 
 


Unit Assessments (6 @ 6%) = 36% 
Unit Assignments (7 @ 6%) = 42% 
Course Project = 22% 
Total = 100% 


 
 


Course Schedule/Checklist (PLEASE PRINT) 
 
The following pages contain a printable Course Schedule to assist you through this course. By following this schedule, 
you will be assured that you will complete the course within the time allotted. 
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BBA 4326, Procurement and Contract Management  Course Schedule 


By following this schedule, you will be assured that you will complete the course within the time allotted. Please keep this 
schedule for reference as you progress through your course. 


 


Unit I The Procurement Process 


Review:  Unit Study Guide 


Read: 
 Chapter 1: Building Successful Partnerships in the e-Business Age 
 Chapter 2: Building Trust, Managing Expectations, and Honoring Commitments 


Submit: 
 Assessment 
 Mini Project 


Notes/Goals: 
 
 
 
 
 
 
 
 
 


 


Unit II Needs Assessment 


Review:  Unit Study Guide 


Read: 
 Chapter 3: The Contract Management Process 
 Chapter 4: Teamwork—Roles and Responsibilities 


Submit: 
 Assessment 
 Mini Project 


Notes/Goals: 
 
 
 
 
 
 
 
 
 


 


Unit III Contracting and Risk Management 


Review:  Unit Study Guide 


Read: 
 Chapter 5: Global Contracting Concepts and Principles 
 Chapter 6: e-Procurement and Contracting Methods 


Submit: 
 Assessment 
 Mini Project 


Notes/Goals: 
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Unit IV Statement of Work 


Review:  Unit Study Guide 


Read: 
 Chapter 7: The Preaward Phase 
 Chapter 8: Contract Pricing Arrangements 


Submit: 
 Assessment 
 Mini Project 


Notes/Goals: 
 
 
 
 
 
 
 
 
 


 


Unit V Negotiation and Change Management 


Review:  Unit Study Guide 


Read: 
 Chapter 9: The Award Phase 
 Chapter 10: The Postaward Phase 


Submit: 
 Assessment 
 Mini Project 


Notes/Goals: 
 
 
 
 
 
 
 
 
 


 


Unit VI International Procurement 


Review:  Unit Study Guide 


Read: 
 Chapter 11: Global Contract Management—Misconceptions and Best Practices 
 Chapter 12: Creating Value and Getting Results 


Submit: 
 Assessment 
 Mini Project 


Notes/Goals: 
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BBA 4326, Procurement and Contract Management  Course Schedule 


Unit VII Contract Management Resources 


Review:  Unit Study Guide 


Read: 
 Chapter 13: Contract Management Maturity Model 
 Chapter 14: Contract Management Risk & Opportunity Assessment Tool 


Submit:  Mini Project 


Notes/Goals: 
 
 
 
 
 
 
 
 
 


 


Unit VIII Finalizing a Procurement Plan 


Review:  Unit Study Guide 


Read: 
 Chapter 15: Enterprise Contract Management: Systems & Tools to Improve Performance 
 Chapter 16: Building Contractor Teaming Arrangements 
 Chapter 17: Managing U.S. Government Subcontracts 


Submit:  Course Project 


Notes/Goals: 
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