
 

 

 

 

WORKFLOW 4: Control and Review 
 

Contracts Register 
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Contracts Register 

Contract Manager is 
notified about contract 
review date 

4. Manage contract

Contract uploaded for 
approval for viewing on 
Contract Register

1. Contract details form 3b. Approval

Approving Officer gets 
task to approve contract

Contract 
approved

Contract Manager gets 
task to manage contract

2. Manage contract 

Review officer gets task 
to review contract

3a. Review contract

Assign contract 
for review (optional)

Request further action

Escalate 
for 

approval

Review officer gets task 
to review contract

5. Review contract

Assign 
contract 

for review 

Review completed

Task options
• Escalate contract to 

approval officer 
• Assign contract to an 

officer for review 
• Un-publish contract 

Task options

Task options
• Approve recommended 

contract
• Un-publish contract
• Request further action

Task options

Task options
• Assign contract to an 

officer for  review
• Un-publish contract
• Re-schedule review to 

a future date 

Task options

Task options
• Review completed - 

changes to contract 
required 

• Review completed - 
changes to contract not 
required 

• Review not completed - 
make progress note 

Task options

Task options
• Review completed - 

changes to contract 
required 

• Review completed - 
changes to contract not 
required 

• Review not completed - 
make progress note 

Task options

Quality Agenda Report Item appears on the assigned Quality Agenda Report in the Meetings tab throughout workflow

Contract Register Contract can be viewed on the Register by all staff, unless restricted access has been applied
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