
Fundamentals in 
Writing Scopes & KPIs
2-Day Training Course: THE Guide to Designing Best Practise Scopes & Key Performance Indicators

This intensive course takes you through the high-level issues and solutions down to the detailed ones, with practical 

application, so that quotations are accurate, differing interpretations are few, management can be efficient, and 

performance is driven to the right result.

REGISTER NOW> www.informa.com.au/writingscopes 

Key Learning Objectives

•  Appreciate why the scope is the most important part of the contract.

•  Gain practical experience writing each part of a scope through 
worked examples – paying close attention to appropriate structure, 
clear responsibilities and the right language.

• Learn how to write up KPIs that will work in practice.

• Explore the financial and non-financial means to drive KPIs.

• Identify how to critique any scope and KPI, and fix it.

•  Have your scope and KPIs reviewed for good practice and obtain 
feedback. Dr Sara Cullen

With over 30 years of experience, Dr Cullen 

is a contracts expert having negotiated over 

$18 billion of contracts in various industries in 

Australia and globally. Sara has trained over 

6300 professionals worldwide and published 

19 books and 126 papers.

Our Expert Course Leader
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Use this course to help fulfil your 

Continuing Professional Development 

(CPD) educational requirements to 

retain your professional status.

This course is a core 

unit in the Contract 

Management 

Professional Certification.



Dr Sara Cullen

Sara is the Managing Director of the 

Cullen Group. She is a former National 

Sara is the Founder and Managing 

Director of The Cullen Group, a specialist 

organisation offering consulting, training, 

and publications regarding commercial 

agreements.  She is also a Fellow at the 

University of Melbourne and an Associate at the London School 

of Economics.  Previously she was a National Partner at Deloitte in 

Australia.

Dr. Cullen specialises in the design, negotiation, and management 

of commercial agreements. She has consulted to 149 commercial 

and government sector organisations, spanning 51 countries, 

in comprising $18 billion in contract value.  She has facilitated 

contracts in a large variety of organisational areas including call 

centres, claims mgmt, construction, facilities mgmt, finance, 

food services, HR, logistics, IT, maintenance, recreational services, 

sales, and security. She has designed partnering arrangements, 

franchise-type agreements, shared risk/reward structures and 

incentive programs as well as traditional arrangements. 

Dr. Cullen is a widely published author.  She has written 19 books 

and 126 best practice and research publications.  She has been 

featured in such publications as the Australian Financial Review, 

BRW, the Bulletin, Directions in Government, European Journal of 

Information Systems, Information Economics Journal, Insurance 

Directions, Oxford Handbook, Outlook India, and Strategic Asset 

Management. Her expertise is globally recognised and she 

performs peer reviews regarding outsourcing research for the 

Harvard Business Review, California Management Review, and IEEE 

Transactions on Engineering Management. Dr. Cullen lectures at 

many universities including Melbourne, Monash, Swinburne, QUT, 

RMIT, Seoul and the Australian Defence Force Academy.

Dr. Cullen earned her PhD in the area of contracting from 

the University of Melbourne, she was awarded a Masters of 

Management from Melbourne Business School, and obtained a 

BSc in accounting from St. Cloud State University (US). She is also a 

Chartered Accountant (US), and a Certified Mediator.

An elective in our contract management CMP series, this practical 

course is designed to benefit professionals who are responsible 

for developing or reviewing scopes, SoWs, specifications, and SLAs 

along with the related performance measures.

Subject matter experts, such as Engineers and technical people, 

and category managers/specialists will particularly benefit from 

this program.  It has also been popular with members of the legal 

fraternity who are expanding their contribution beyond the contract 

terms and conditions.

ABOUT THE COURSE EXPERT COURSE TRAINER

WHO WILL BENEFIT

REGISTER NOW>
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The scope is one of, if not, the most important documents 

to form and manage contracts. If it is vague, difficult to use, 

or overly complex (or overly simplistic), its value is severely 

compromised – for both parties to a contract.

This course takes you through the high-level issues and 

solutions down to the detailed ones. First, we examine a 

dispute to assess the role of the scope and KPIs in allowing 

two parties to form two completely different views.

We then dedicate a significant portion the course to writing a 

scope, and related KPIs, that are clear and dispute-proof. We 

pay close attention to ensuring appropriate structure, clear 

responsibilities, and the right language. The financial and 

non-financial means to drive good performance are explored 

in detail.

Throughout the two days, there are numerous examples 

of good and bad practice that we compare. By the end of 

the course, you’ll be able to pass or fail scopes and KPIs in 

seconds.

Note: You must bring in a scope and KPI that you have 

written, need to review, or need to manage. We exchange 

these in the class and analyse them so that you have a 

much-improved one for the future.



Day 1

Contract Scopes and KPIs

• Moving from a pyramid to a diamond

• Bargaining power

• The winner’s curse

• Contract law - 3 things you need to know

• Downstream management

• Where it fits into a contract

• Practice examples

The importance of words

• Banned words – get rid of ‘weasel words’/ambiguity

Drafting the scope/SoW

• Responsibility matrix - who is to do what

• Glossary (reserved words/defined terms)

• Scope writing - avoid misinterpretations

Day 2

Drafting the scope/SoW

• Reporting specification

Recap on Scope/SoWs

• Assess each other’s SoWs

• Share your findings

Performance specifications (KPIs)

• Brief look at the Contract Scorecard

• Cases - examine good KPIs from poor ones

• Prepare KPIs

Performance management regime

• A note on penalties

• Recourse/reward schemes

• Case analyses - why did these work?

• Design a scheme

Apply what you’ve learnt 

• Assess each other’s KPIs

• Share your findings

2-Day Course Outline

Would You Like To Run This Course On-Site?

Informa Corporate Learning:
On-site & Customised Training

If you have 8+ interested people, an onsite course can be an ideal 

solution. Speak with James Do on +61 (02) 9080 4454 to discuss 

your customised learning solution, or email 

training@informa.com.au

REGISTER NOW>

T: +61 (02) 9080 4028 | E: training@informa.com.au | W: www.informa.com.au/writingscopes 
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“I now have a greater understanding of KPI 

related work outcomes to do with project 

completion and personal work-based 

rating. There was great interaction with the 

group from the instructor and she was very 

experienced and had a great personality”

Construction Manager, Ansaldo

“Lots of relevant information, good 

structure, templates, ideas. Sara kept things 

interesting and what can be dry topics 

– good perspective on vendor/supplier

relationships”

Chief Financial Officer, Macquarie Telecom

WHAT OUR CLIENTS SAY

“Great course! I am now confident in being 
able to write up an SLA for communities 
and the Department”

Contract Support Officer, WA Dept of Housing

“I enjoyed the practical and simple 
breakdown, and how to improve practice 
with quick wins. Sara was very interactive, 
knowledgeable and approachable”

Supply Officer, Newcrest Mining



The International 

Institute of Business & 

Technology Aust (IIBT) 

is a highly respected, 

Government approved, Australian 

provider of higher education and VET 

programs. Their suite of programs includes 

a University level Diploma of Business 

Administration, equivalent to the first year 

of a business related undergraduate degree 

at Australian Universities. 

www.iibt.wa.edu.au

The CMP provides a robust method of up-skilling and recognising an individual’s expertise and experience in contract management and 

procurement. Our combination of in-class teaching, facilitation, knowledge based testing and workplace evidence based examinations has 

been carefully crafted to not only teach knowledge and skills, but to also demonstrate how individuals can apply their knowledge to work 

based situations. This Certification is recognised by IIBT and endorsed by the AAPCM.

Contact us to see how we can help you: Visit www.informa.com.au/cmp, email cmp@informa.com.au or phone +61 2 9080 4311.

THE CMP CERTIFICATION FRAMEWORK

CONTRACT  
LAW  

EXAMINATION

CONTRACT  
MANAGEMENT 
EXAMINATION

CORE UNITS 
(Complete all 6)

ELECTIVE UNITS 
(Choose 2)

Contract Law  
Masterclass

Contract Claims,  
Variations &  

Disputes Masterclass

Contract Negotiation & 

Contract Law  
Advanced Masterclass

Contract Management 
& Strategy Masterclass

Market Engagement 
Strategy

Supplier Relationship 
Management

Advanced

Contract Law  
Fundamentals

Contract Administration 
& Management 
Fundamentals

Contract Writing  
& Negotiation 
Fundamentals

Contract Risk  
Management

Business Law 
Fundamentals

Negotiating & Executing 
Oil & Gas EPC Contracts

Negotiating & Managing 
MRO Contracts

Commercial Gas  
Contracts

Fundamentals

IIBT and Informa Corporate Learning joined

together to provide a pathway for those who 

complete Informa’s CMP at the Master level. 

All CMP Masters will receive Recognised 

Prior Learning (RPL): 2 units of credit in the 

12 month, Higher Education, University level 

Diploma of Business Administration.

• Business Law (BL101)

• Management in Organisations (MGT101)

For those wishing to further their 

qualification from Diploma to a higher level, 

the Diploma has guaranteed articulation 

into the second year of a relevant bachelor 

degree at one of the partner universities, 

including Curtin University, University of 

Wollongong, Bond University, University 

of Tasmania, Swinburne University of 

Technology and Edith Cowan University

*This is a Higher Education Diploma equivalent 

to first year university NOT a Vocational 

Education Diploma

ABOUT IIBT

THE IIBT / INFORMA 

CORPORATE

LEARNING ALLIANCE

REGISTER NOW>
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All prices are 

exclusive of 

GST

Location Course Dates

Super Early Bird price Valid until
PE 31 March
ME 16 June
BR 18 August 

Early Bird price valid until 
PE 21 April
ME 7 July
BR 8 September

Standard price valid after
PE 21 April
ME 7 July
BR 8 September

4+ Dels 

Discount

P17GL07PE Perth 9-10 May 17 $ 2,395 $ 2,595 $ 2,695 $ 2,076

P17GL07ME Melbourne 24-25 July $ 2,395 $ 2,595 $ 2,695 $ 2,076

P17GL07BR Brisbane 25-26 Sep 17 $ 2,395 $ 2,595 $ 2,695 $ 2,076

Fundamentals in Writing Scopes & KPIs

Privacy Policy & Updating your Details: 

Please visit us online at www.informa.com.au/privacy for a full privacy policy. Database amendments can be sent to database@informa.com.au or 

phone  +61 (0) 2 9080 4045. ABN: 66 086 268 313

Informa Corporate Learning – On-site & Customised Training
Informa Corporate Learning has a long-standing track record of delivering very successful customised learning solutions achieving real and 

measurable value for our clients through our senior training consultants.

If you have 8+ interested people, an on-site course can be the ideal solution – giving you the opportunity to customise our course content to 

your specific training needs, as well as attracting significant savings compared to public course costs.

Why Choose On-site With Informa Corporate Learning?
1.   Custom design – Together, we will identify the best blended learning solution for your culture, your people and your training objectives.

2.   Quality Assured – We design market-leading training programs, concepts and methodologies, with a 400+ course portfolio. Our 

rigorously selected 900+ instructor faculty are recognised experts in their field. Quality of their content and delivery methods is assured 

through continuous monitoring and evolution.

3.  On-site training is a cost effective way to train your people and achieve your defined outcomes.

Our Long Standing Clients Include:
ActewAGL, Ajilon, Arrow Energy, Australian Bureau of Statistics, Barrick, Caltex, Chevron Australia, Coffey International, ConocoPhillips, 

Dalrymple Bay Coal Terminal, Department of Education, Eni Australia, Fortescue Metals Group, Hunter Water, IBM, Jemena, Office of the 

National Rail Safety Regulator, Pacific National, PT Freeport, Public Transport Authority – WA, QGC – BG Group, Rio Tinto, UBS, Woodside and 

more…

Speak with James Do on +61 (02) 9080 4454 to discuss your customised learning solution, or email training@informa.com.au

Quote P17GL07 when you register.

Web
www.informa.com.au/writingscopes

Telephone
+61 (02) 9080 4028

Email
training@informa.com.au

Easy Ways to Register Stay Connected
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