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Contract Clause Reading, Drafting, and Negotiation Course

Overview

Contract Clause Reading, Drafting, and Negotiation Course is a five-day foundation course for professionals
handling routine business terms who leave with a Contract Clause and Negotiation Workbook. Participants
practice contract clause reading, clause drafting, ambiguity checks, negotiation preparation, and agreed
wording. The course connects operative clauses with business positions through annotated examples,
drafting tools, and discussion records. Agile Leaders Training Center presents contract clauses as a practical
sequence from interpretation to documented agreement.

Who Should Attend

• Contract support functions responsible for reviewing and recording routine terms
• Procurement teams preparing supplier clauses and commercial discussions
• Project support teams translating agreed requirements into contract wording
• Commercial functions comparing positions, concessions, and proposed language
• Operations staff clarifying service, payment, change, and termination provisions

The course assumes participants can navigate workplace documents and leaves out jurisdiction-specific
legal advice, complex legal opinions, advanced governance, claims, disputes, and construction-specialist
drafting.

Departments and Industries

The course supports departments and industries where routine commercial terms must be read, prepared,
and discussed.

• Contracts, procurement, commercial, and legal operations support
• Projects, finance, supplier management, and service delivery
• Technology, telecommunications, and professional services
• Manufacturing, logistics, and transport
• Healthcare, facilities, energy, and infrastructure

Learning Objectives

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



• Analyze the structure and operative effect of routine contract clauses
• Use annotation tools to identify ambiguity and missing connections
• Build clear first drafts for selected commercial provisions
• Compare negotiation positions, priorities, and concession boundaries
• Apply a structured method to document agreed wording
• Create a Contract Clause and Negotiation Workbook

Course Agenda

Day 1: Reading Contract Language

• Contract Structure Navigation Grid
• Operative Clause Annotation Method
• Defined-Term and Cross-Reference Map
• Rights and Duties Extraction Table
• Ambiguity and Gap Question Log

Day 2: Drafting Clear Commercial Terms

• Plain-Language Clause Construction Pattern
• Scope and Deliverable Drafting Sheet
• Payment and Acceptance Wording Checklist
• Change and Notice Provision Builder
• Termination Trigger Drafting Matrix

Day 3: Connecting Clauses and Risk Positions

• Clause Interaction Mapping Canvas
• Responsibility and Remedy Alignment Table
• Risk Allocation Discussion Card
• Exception and Qualification Register
• Draft Consistency Review Checklist

Day 4: Preparing and Recording Negotiations

• Issue and Interest Preparation Sheet
• Priority and Concession Boundary Grid
• Clause Option Comparison Table
• Negotiation Question Sequence
• Agreed Wording Decision Record



Day 5: Clause and Negotiation Practice

• Exercise: Annotate a Service Clause Set
• Exercise: Draft Scope and Payment Provisions
• Exercise: Compare Clause Options and Tradeoffs
• Exercise: Record a Negotiated Wording Decision
• Capstone Exercise: Contract Clause and Negotiation Workbook

Practical Exercises

The course uses suggested activities to practice clause work in several commercial settings.

• Suggested activity: annotate scope and acceptance language in a technology service agreement.
• Suggested activity: draft payment and notice provisions for a logistics arrangement.
• Suggested activity: prepare positions and concession boundaries for a facilities discussion.
• Suggested activity: consolidate agreed wording for a routine supply contract.

FAQs

Who suits the Contract Clause Reading, Drafting, and Negotiation Course, and what
does it assume?

It suits professionals who support routine contract terms and assumes they can navigate workplace
documents, while no previous specialist drafting or negotiation training is required.

How does contract clause drafting differ from advanced contract governance?

Contract clause drafting focuses on reading, preparing, and discussing individual provisions, while advanced
contract governance addresses wider authority structures, portfolio controls, complex risk decisions, and
escalation arrangements.

What makes a routine contract clause clear?

A routine contract clause is clear when its parties, action, object, timing, conditions, exceptions, evidence,
and consequences can be identified and its defined terms and cross-references are consistent.

How does negotiation preparation improve contract wording?

Negotiation preparation improves contract wording by separating issues, interests, priorities, concession
limits, and language options before the discussion and by recording the final wording decision.

What work product does contract clause training create?

Participants create a Contract Clause and Negotiation Workbook that combines annotations, draft
provisions, consistency checks, negotiation positions, option comparisons, and agreed wording records.



Conclusion

Participants leave with a Contract Clause and Negotiation Workbook for routine commercial agreements.
The workbook connects interpretation, drafting, consistency review, negotiation preparation, and decision
records in one working file. Teams can use it to clarify proposed language, discuss tradeoffs, and preserve
an accurate record of the wording selected.
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