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1.
I. There are six key areas of knowledge that form procurement management [1]Planning, in which you establish what will require to be procured externally of the organization, this is established early in the process. [2]&[3]Planning of solicitation/Source selection hereby the project manager and the procurement specialist within the organization agree what sellers to approach to provide the product or service required. [4]Solicitation, the act of approaching the sellers on the agreed list. [5]Contract administration, this process ensures the seller, conforms to the contract SOW, this should also include terms and conditions, the programme so the seller knows when the service or product, needs to be delivered. It will also need to highlight how changes will be recorded, in the event the SOW is altered during the contract. [6]Contract close out, is the process of documenting that the seller has carried out his obligations as per the contract documents. 
II. Procurement management, key elements are whether or not external procurement is required, how to procure, when to procure, and what exactly to procure.
III. Market evaluation will involve in one instance, going out to similar suppliers of the product or service, and giving all the opportunity to submit a quotation for the service or product required, in other instances the organization may have a preferred suppliers list, whereby only these organizations will be approached to tender for the product or service. 
IV.  The make or by process should be carried out during the scope definition or planning process, this will determine if the organization will make a product or carry out a service in house, many aspects need to be looked at during this process with regards, to any ongoing costs if external leasing is opted for rather than in house supply. 
V. Cost reimbursable contracts are contracts in which the seller or provider of a service and materials, is paid with a profit margin, of an agreed percentage, which is the difference between the actual cost of product and the sale amount. The actual cost of a product or service will fall into two categories, Direct and indirect costs, the cost reimbursable contracts will fall into one of three types [1]cost plus incentive[bonus for early delivery] cost plus a fixed fee[satisfactory completion] cost plus percentage of costs.
VI. The project management plan, will include how the suppliers will be selected, how the procurement team, or individual specialist fits within the project team, what contract will be adopted, the organization may have a preferred. How communication and coordination will be carried out between different parties of the project team and suppliers, including forms process etc, 
VII. Solicitation planning will consist of three inputs, the [1]management plan, as describe in [VI] the [2]SOW, which will be agreed by the Project manager, and procurement specialist and documented, [3]other outputs, programmes, tenders, etc.

2.    Contract administration, is one of the single important documented procedure that could mean whether the contract is a commercial success or not. The contract requirement and standards should be highlighted, these standards and requirements can then be used as a bench mark to gauge as to whether the seller has achieved the contract requirements, and whether they are entitled to the full payment for the service. The terms in which the seller should submit invoices for works should be scheduled, failure to adhere to the schedule will then delay payments to the seller. There should also be get out clauses included so that the Project team can terminate the contract if at any stage the seller is not providing the service to the required standards. Terms set out of how changes to will be recorded and a process to be adopted i.e quotations submitted and costs agreed before any changes are instructed. No works to be carried out until instructions are received. Process for handover on completion.

3.    The purpose of the contract close out process is to ensure that the contract obligations have been met. It is an administrative process to ensure that standards have been met and witnessed by the project manager, key stakeholders or any other parties as set out in the contract documents, and that payments can be made in line with the schedule, or in the case where a retention may be held, a date will be recorded, which can be referred to in twelve months for instance when the retention can be released.  
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