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How to set-up a contract management 
system

Define project 
scope

Assess current 
environment

Perform GAP 
analysis

Tasks Identify stakeholders and 
conduct interviews
- Evaluation of requirements (i.e. 

based on an old system, 
business requirements)

- Definition of fields needed for 
the various files

- Definition of functions (i.e. 
search function, reporting)

- Identify legal requirements

- Review existing procedures
- Conduct interviews (Legal, IT, 

outside counsel)
- Understand current technology
- Identify current contract 

management practices

- Perform GAP analysis
- Prioritize actions
- Create action plan
- Setup Contract Management

strategy

Goals - Current „As-Is“-situation - Expected „To-Be“-situation - Action plan incl. prioritization and 
effort estimation to fulfill the 
strategy

- Contract Management strategy



Legal issues

• Data protection and privacy
• Restrictions in client contracts / Confidentiality 

obligations
• Employment law / Works council
• Record retention / disclosure



Data protection and privacy
• Depending on the applicable law(s) access to the 

data might need to be restricted, i.e.
– HR matters
– Public sector 
– Health care sector

• Additional restrictions might be needed in a group as 
transfer from one affiliate to the other might be 
prohibited.

• Hosting of data outside the territory (i.e. outside EU) 
might be prohibited.



Restrictions in client contracts
• Additional restrictions may result from client contracts

– Confidentiality obligations
– IP issues

• But note: Many data protection issues can be solved 
in the client contract.



Employment law / Works council
• Approval by works council might be needed
• Reporting tools may have an impact on the 

employment of the legal team members



Record retention / disclosure
• If the system is used to comply with record retention 

obligations the varios requirements in different 
countries have to be observed.

• To avoid unnecessary disclosure it should be 
checked which has to be filed and which can be 
deleted periodically
Note: Not all European countries recognize the 

privilege of in-house counsel (see separate 
work shop during the conference)



Standard product vs. individual solution
• Many standard products are focused on a specific 

market (i.e. USA) and the legal requirements in this 
market (i.e. record retention).

• For international companies with activities in various 
markets an individual solution may be more 
favorable.



Common issues
• Misunderstanding between lawyers and IT team
• Not all functions / fields needed were defined
• Not compliant with all legal requirements / Conflicting 

legal requirements in various countries








