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Course Description

This course is designed to enhance the skills of professionals in reading, drafting, and negotiating 
contracts. It provides a detailed overview of contract terms and conditions, emphasizing the 
importance of precise language, clarity, and structure in contract documentation. Participants will 
also learn key negotiation tactics to secure favorable terms and resolve conflicts. Through practical 
exercises and real-world scenarios, this course ensures that participants are able to confidently 
manage contract negotiations and understand the implications of contractual language.

Course Objectives

By the end of this course, participants will be able to:

• Read and interpret complex contract language with ease and accuracy.

• Identify key components and clauses in contracts, including risk allocation and liabilities.

• Write clear, enforceable contracts that meet organizational and legal requirements.

• Use effective negotiation techniques to secure favorable contract terms.

• Recognize and mitigate common issues and risks in contract drafting and negotiation.

• Draft dispute resolution clauses and understand contract enforcement procedures.

• Develop a systematic approach to managing contracts from negotiation to execution.

Who Should Attend

• Contract managers, administrators, and legal professionals.

• Procurement officers and business leaders responsible for contract creation and 
management.

• Project managers and team leaders involved in contract negotiations and execution.

• Professionals looking to improve their understanding of contract reading, drafting, and 
negotiation skills.

• Anyone involved in managing or reviewing contracts, including vendors, suppliers, and clients.

Course Duration

5 Working Days
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Course Outlines

1. Introduction to Contract Essentials

• Overview of contract law and the role of contracts in business.

• Understanding the types of contracts and when to use them.

• The importance of precise language and clear definitions in contracts.

2. Reading and Interpreting Contracts

• Techniques for reading complex contract language.

• Identifying and understanding key clauses: terms, conditions, representations, and 
warranties.

• How to recognize and interpret ambiguities and inconsistencies in contract text.

• Identifying risks and liabilities in contracts and understanding their implications.

3. Writing Effective Contracts

• Key principles of contract drafting: clarity, precision, and legality.

• Drafting enforceable terms and conditions, including indemnities, warranties, and 
performance obligations.

• Writing payment terms, delivery schedules, and dispute resolution clauses.

• Common pitfalls in contract writing and how to avoid them.

4. Negotiating Contracts: Principles and Strategies

• The basics of contract negotiation: preparation, strategy, and tactics.

• Effective negotiation techniques to secure favorable terms and minimize risk.

• Managing conflicts and achieving mutually beneficial outcomes.

• Role-playing exercises for negotiation practice and real-world scenarios.

5. Common Clauses and Their Implications

• Understanding common contract clauses: force majeure, termination, confidentiality, and 
dispute resolution.

• Implications of standard clauses and how to negotiate their terms.

• Customizing clauses to fit specific business needs and objectives.

• Risk management through effective clause design.

6. Negotiating Payment Terms, Deadlines, and Penalties

• Negotiating favorable payment schedules and terms.

• Setting realistic deadlines and managing delays.

• Structuring penalty clauses and managing performance issues.
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7. Dispute Resolution and Termination Clauses

• Best practices for drafting dispute resolution clauses: mediation, arbitration, and 
litigation.

• Termination clauses: how to craft exit strategies that protect your interests.

• Handling breach of contract and the remedies available.

8. Legal and Ethical Considerations in Contract Negotiation

• Understanding legal and ethical issues in contract negotiation.

• Maintaining transparency and fairness in negotiations.

• Avoiding common ethical pitfalls in contract management.

9. Practical Application: Drafting & Negotiation Exercises

• Hands-on practice with drafting and revising contract clauses.

• Role-playing contract negotiation scenarios to test strategies and improve skills.

• Group discussions and analysis of real-world contract disputes and solutions.


