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ABSTRACT
Project Management Contractors (PMCs) play a vital role in ensuring the 
successful delivery of complex projects across various industries. Effective 
contracts administration is integral to their responsibilities, encompassing 
strategic planning, personnel management, administrative processes, 
financial oversight, and quality control. This paper explores best practices 
in PMC contracts administration, focusing on key areas such as personnel 
selection, office facilities, engineering software, and leveraging the past 
experience and capabilities of PMCs. Additionally, the paper examines 
critical administrative processes like timesheet management, subcontracts 
administration, and prior approval forms (PAFs), alongside essential aspects 
of project execution, including Work Element Release (WER) and supplier 
performance evaluation. By adopting these best practices, PMCs can 
streamline project delivery, mitigate risks, and enhance overall project 
efficiency. The strategies outlined in this paper provide a comprehensive 
framework for improving the performance of PMCs, ensuring that projects 
are completed on time, within budget, and to the satisfaction of 
stakeholders.
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I. INTRODUCTION  
Project Management Contractors (PMCs) are crucial in ensuring the 
successful execution of large-scale projects across various industries, 
particularly in engineering, procurement, and construction (EPC) 
domains. Effective contracts administration encompassing strategic 
planning, administrative processes, financial oversight, and quality 
control. This paper provides an in-depth exploration of best practices in 
PMC contracts administration, examining key areas such as personnel 
selection, office facilities, engineering software, past experience, and 
capabilities. By integrating these best practices, PMCs can enhance 
project efficiency, mitigate risks, and deliver projects on time and within 
budget, aligning with industry standards and client expectations 
(Kerzner, 2017).

2. STRATEGIC PLANNING AND PREPARATION
Successful PMC contracts administration starts with careful strategic 
planning and preparation. This section highlights best practices in crucial 
aspects of project initiation.

•  Defining Roles and Responsibilities: Detailed descriptions of roles and 
responsibilities help to align expectations and ensure accountability.
•  Structured Interview Process: Interviews should assess both technical 
expertise and leadership capabilities, ensuring that candidates can 
navigate complex challenges (Turner, 2014).
•  Reference Checks and Background Verification: Reference checks and 
past performance evaluations provide insight into a candidate’s 
reliability and past contributions to similar projects.
•  Fostering Diversity: Building a diverse team introduces various 
perspectives and innovative solutions to problems (PMI, 2021).

2.1 KEY PERSONNEL SELECTION AND INTERVIEW PROCESS
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By adopting these strategies, PMCs ensure that the right team 
members are in place, significantly enhancing the likelihood of successful 
project delivery.

The selection of office facilities can influence the overall efficiency of a 
project. Best practices include:
•  Strategic Location: Choosing an office location close to key project 
stakeholders and work sites can reduce communication delays and 
enhance collaboration (OGC, 2009).
•  Adequate Infrastructure: The facility should provide essential 
infrastructure such as high-speed internet, meeting rooms, and 
ergonomic workspaces to foster productivity.
•  Compliance and Scalability: The office should comply with relevant 
health and safety regulations while allowing for future scalability as the 
project progresses (Kerzner, 2017).

These best practices support a well-organized and efficient work 
environment conducive to project success.

2.2 OFFICE FACILITIES SELECTION

Engineering software is essential for managing project design, 
procurement, and execution. Best practices in selecting and utilizing 
software include:

2.3 ENGINEERING SOFTWARE REVIEW
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•  eeds Assessment: A thorough review of the project scope is essential 
to assess which engineering software will best support design and 
execution.
•  Vendor Evaluation: Evaluate potential software vendors based on 
software features, customer support, and compatibility with existing 
systems (Turner, 2014).
•  Training and Integration: Comprehensive staff training ensures 
effective use of the software, while integration with other project 
management tools ensures seamless data flow across all project 
departments.
Implementing the right engineering tools ensures that project teams are 
equipped to handle the complex technical aspects of the project.

The experience and capabilities of a PMC play a significant role in 
successful project delivery. This section highlights best practices for 
evaluating and leveraging PMC experience.

3. LEVERAGING PMC EXPERIENCE AND CAPABILITIES

Evaluating a PMC’s past projects is critical for understanding its ability 
to manage new challenges. Best practices include:
•  Portfolio Review: A comprehensive review of a PMC’s portfolio, 
focusing on completed projects of similar scale and complexity, offers 
insights into their capacity to meet project demands (PMI, 2021).
•  Client Testimonials and References: Gathering feedback from previous 
clients provides an accurate assessment of the PMC’s reliability and 
ability to deliver results.
•  Case Studies and Lessons Learned: Reviewing case studies helps 
identify how a PMC has managed unforeseen challenges in previous 
projects, offering valuable lessons (Kerzner, 2017).
These steps ensure that a well-qualified PMC is selected for the project, 
which improves the likelihood of timely and successful project delivery.

3.1 EVALUATING PAST EXPERIENCE OF PMCS
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Evaluating the technical and operational capabilities of a PMC is 
essential. Best practices include:
•  Technical Expertise: Ensure the PMC has expertise in the relevant 
industry, including a solid understanding of applicable technologies and 
industry standards (OGC, 2009).
•  Resource Availability: Assess the PMC’s ability to mobilize the 
necessary personnel and equipment for the project, including backup 
resources in case of unexpected delays.
•  Project Management Systems: Review the PMC’s project management 
and control systems to ensure they align with the project’s needs and 
scope.

Assessing these capabilities helps ensure that the PMC can handle the 
complexity and scale of 

3.2 ASSESSING PMC CAPABILITIES

Efficient administrative processes are critical for smooth project 
execution. This section explores best practices in managing essential 
administrative tasks.

4. STREAMLINING ADMINISTRATIVE PROCESSES

Effective timesheet management helps ensure labor costs are tracked 
and controlled:
•  Automated Systems: Implement digital systems to reduce errors and 
improve time tracking efficiency (Kerzner, 2017).
•  Audit and Compliance: Regular audits ensure compliance with labor 
laws and project timelines, minimizing potential delays due to time 
mismanagement.

4.1 TIMESHEETS MANAGEMENT



6

Managing subcontracts is vital for ensuring project success:
•  Clear and Detailed Contracts: Contracts should clearly outline scope, 
deliverables, timelines, and performance metrics (PMI, 2021).
•  Performance Monitoring: Regular evaluations of subcontractor 
performance help ensure that subcontractors are meeting their 
obligations.

4.2 SUBCONTRACTS ADMINISTRATION

PAFs are essential for controlling costs and ensuring accountability:
•  Standardization: Using standardized PAF templates streamlines the 
approval process and reduces delays.
•  Timeliness: Establishing clear workflows ensures that PAFs are 
reviewed and approved on time, keeping the project on track (OGC, 
2009).

4.3 PRIOR APPROVAL FORMS (PAFS)

5.1 WORK ELEMENT RELEASE (WER)

This section discusses best practices for ensuring effective execution of 
project tasks.

5. ENHANCING PROJECT EXECUTION

WER is crucial for managing project activities:
•  Verification of Prerequisites: Ensure that all necessary resources and 
approvals are in place before releasing work elements.
•  Alignment with Project Schedule: WERs should align with the overall 
project schedule to avoid delays (Kerzner, 2017).



7

Evaluating suppliers ensures that only reliable partners are retained:
•  Performance Metrics: Develop clear performance metrics that assess 
cost, quality, and timeliness of deliveries.
•  Regular Reviews: Regular evaluations and feedback sessions ensure 
that suppliers continue to meet project expectations (Turner, 2014).

5.2 SUPPLIER PERFORMANCE EVALUATION

Evaluating suppliers ensures that only reliable partners are retained:
•  Performance Metrics: Develop clear performance metrics that assess 
cost, quality, and timeliness of deliveries.
•  Regular Reviews: Regular evaluations and feedback sessions ensure 
that suppliers continue to meet project expectations (Turner, 2014).

5.2 SUPPLIER PERFORMANCE EVALUATION

Timely and accurate invoicing ensures financial transparency:
•  Invoice Verification: Cross-check invoices with project milestones and 
contract terms to ensure accuracy.
•  Timely Payments: Streamline processes to ensure prompt payment to 
contractors and suppliers, preventing project delays.

6.1 INVOICING AND PAYMENT PROCESSES

Financial oversight and quality control are critical components of 
project success.

6. FINANCIAL AND QUALITY ASSURANCE
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Work certification ensures that all project deliverables meet the 
required standards:
•  Regular Inspections: Conducting inspections at key milestones ensures 
that work is compliant with specifications.
•  Non-Conformance Management: Addressing non-conformances 

6.2 WORK CERTIFICATION

Effective PMC contracts administration involves a comprehensive and 
disciplined approach to managing all phases of a project, from planning 
through execution and financial oversight. By focusing on key personnel 
selection, office facilities, engineering tools, leveraging past experience, 
and implementing streamlined administrative processes, PMCs can 
improve project efficiency, reduce risks, and ensure successful 
outcomes. The best practices outlined in this paper provide a roadmap 
for PMCs to optimize their processes and deliver projects that meet or 
exceed expectations.

CONCLUSION


