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Course Description  
A business that employs effective contract managers is more likely to be profitable, because 
they can minimize contract costs and ensure that deliverables are completed on time. In the 
Contract Management course, we explore all aspects of the contract management job, 
including contract law, contract terms, contracting risks, and how to issue a well-written 
request for proposals. The course also addresses how to monitor contractor performance, 
inspect deliverables, and close out projects, along with several related topics. 
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Learning Objectives 
• Identify the elements of a contract. 
• Specify when an offer has been accepted. 
• Describe what is required to prove that there is fraud in a contract. 
• Identify what to do when there is a mistake in a contract. 
• Specify the conditions that establish an unconscionable contract. 
• Identify the parameters of a written contract. 
• Recall the legalities of contractual rights that have been assigned. 
• Specify the purpose of a dispute resolution clause in a contract. 
• Specify the different types of force majeure events. 
• Specify how to improve the performance of the different types of contracts. 
• Recall those contracting actions that apply to longer-term contracts. 
• Recall the different types of contracting risks, and how to reduce them. 
• Specify who is involved in the creation of a request for proposals. 
• Identify the circumstances under which a sole sourcing arrangement should be used. 
• Recall the characteristics of a reverse auction. 
• Recall the types of clauses that can be inserted into a contract with a supplier. 
• Specify when a table of conformance is used in the bidding process. 
• Identify the steps involved in a formal bidding process. 
• Recall the responsibilities of the review teams involved in examining bidder proposals. 
• Specify the indicators of a weak project scope of work. 
• Identify the activities associated with deployment planning. 
• Recall the reasons why change orders are used, and their impact on a contract. 
• Specify the parties that may be involved in deliverable inspections, and the impact of their work 

on the seller. 
• Identify the retention periods for the various documents used by a contract manager’s team. 
• Recall the characteristics of a warranty, and the different types of warranties. 
 

Instructions for Taking This Course  
• Log in to your secure account at www.bhfe.com. Go to “My Account.”  
• You must complete this course within one year of purchase (If the course is “Expired,” 

contact us and we will add the latest edition of the course to your account (no charge). 
• To retain the course-PDF after completion (for future reference) and to enable en-

hanced navigation: From “My Account,” Download and save the course-PDF to your 
computer. This will enable the search function (Menu: Edit>Find) and bookmarks (icon 
on left side of document window). 

• Complete the course by following the learning objectives listed for the course, studying 
the text, and, if included, studying the review questions at the end of each major 
section (or at the end of the course).  

• Once you have completed studying the course and you are confident that the learning 
objectives have been met, answer the final exam questions (online).  

Instructions for Taking the Online Exam 
• Log in to your secure account at www.bhfe.com. Go to “My Account.”  
• A passing grade of at least 70% is required on the exam for this course.   
• You will have three attempts to pass the exam (call or email us after three 

unsuccessful attempts for instructions).      
• The exam is not timed, and it does not need to be completed in one session.  
• For a printed copy of the exam questions, open the exam and press "Print Exam."  
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• Once you pass the exam, the results (correct/incorrect answers) and certificate of 
completion appear in “My Account.” A confirmation email is also sent. 

• CFP Board and IRS credit hours, if applicable, are reported on Tuesdays and at the 
end of the month. 

 
Have a question? Call us at 800-588-7039 or email us at contact@bhfe.com. 
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