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	[FIVE]

ORDER FORMS




Order Form

This Order is placed under this Agreement between the Contractor and the Contract Authority and includes Parts A, B and C of this Order.
PART A
GENERAL ORDER DETAILS

(i) Customer

	Name of Customer
	
	


	Service Address
	
	

	
	
	


	Customer’s Representative
	
	


(ii) Contractor
	Name of Customer
	
	


	Service Address
	
	

	
	
	


	Customer’s Representative
	
	


(iii) Agreement
	Specify Agreement number and title
	
	Title
	


(iv) Modules that apply to the Contract, as agreed between the Parties
	Module 1 – Hardware Acquisition and Installation
	(
	Module 8 – Data Management
	(

	Module 2 – Hardware Maintenance Services
	(
	Module 9 – Telecommunications
	(

	Module 3 – Licensed Software
	(
	Module 10 – Web Services
	(

	Module 4 – Development Services
	(
	Module 11 – Managed Services
	(

	Module 5 – Software Support Services
	(
	Module 12 –Systems Integration Services
	(

	Module 6 – IT Personnel
	(
	
	(

	Module 7 – Professional Services
	(
	
	(


(v) Person who has authorised Submission of this Order
	Name
	
	Title
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	Date
	
	
	
	20


(vi) List of Attachments
The following annexures are attached:[Set out particulars of any annexures]

	

	


(vii) Order Form Prevails

In the event of any inconsistency between the Official Order and any document attached to or expressly incorporated as part of the Official Order the content of the Official Order shall prevail.

(viii) Acknowledgment of Contractor

The Contractor hereby accepts all aspects of the Order. 

In witness whereof the Contractor has signed this Order Form

	on the day of
	
	20
	


SIGNED for and on behalf of the Contractor by 

	


(who by this execution warrants his authority to so sign) in the presence of:-
	


Witness 

	


OR

THE COMMON SEAL of [Name of Contractor and ACN]
	


has hereunto been duly affixed in the presence of:-
	


Director

PART B
ORDER DETAILS

	No.
	Details to be included from the Agreement
	Minimum conditions required by the Contract Authority
	Order Details agreed by the Contractor and the Customer

	B1
	Risk management (clause 8.1)
	
	

	
	(a) Insurance Requirements
	
	

	
	Insurance obtained by the Contractor under the Agreement (Contract Authority to include):
	
	

	
	Customer to specify any additional insurance that it requires to the insurance the Contractor holds under the Agreement:
	
	

	
	(i)
Specify type of insurance required by the Customer:
	
	

	
	(ii)
Specify the term:
	
	

	
	(iii)
Specify the amount of insurance:
	
	

	
	(b) Financial Security
	
	

	
	Financial Security provided by the Contractor under the Agreement (Contract Authority to include):
	
	

	
	Customer to specify any additional security that it requires in addition to the Financial Security the Contractor has provided under the Agreement including:
	
	

	
	(i)
Specify the date by which required; and
	
	

	
	(ii)
The maximum aggregate sum:
	
	

	
	(c) Performance Guarantee (clause 8.3)
	
	

	
	Any Performance Guarantee provided under the Agreement (Contract Authority to include):
	
	

	
	Customer to specify any additional Performance Guarantees it requires in addition to those provided under the Agreement.
	
	

	
	(d) Limitation of Liability (clause 8.5)
	
	

	
	Insert Liability agreed by Contract Authority (if any):
	
	

	
	Contractor is in a Small to Medium Enterprise category under the Agreement – liability can be capped at the upper limit of insurance specified in B1(a) (per event);
	
	

	
	Contractor is offering telecommunications services under the Agreement which involve end-to-end multicarrier networks without umbrella service level contracts and/or physical network assets which are in the public domain – liability can be capped at the upper limit of insurance specified in B1(a) (per event);
	
	

	


	No.
	Details to be included from the Agreement
	Minimum conditions required by the Contract Authority
	Order Details agreed by the Contractor and the Customer

	
	Contractor is offering Products or Services under the Agreement which the Contract Authority has identified as suitable to have liability caps applied – liability can be capped at level set by contract authority and noted in this order
	
	

	
	Insert whether Customer requires increase in cap and amount
	
	

	
	Customer to specify if liability is to be capped under the Contract and the amount or method of determining the amount in accordance with clause 8.6.3:
	
	

	
	Customer to annex risk management assessment plan.
	
	

	B2
	Information Management (clause 9.1)
	
	

	
	Customer to specify and or annex any information that the Contractor must treat as Confidential Information:
	
	

	
	Contractor to specify any information that the Customer must treat as Confidential Information:
	
	

	
	Specify if limited disclosure of Confidential Information is permitted by a party and set out the conditions of disclosure:
	
	

	B3
	Intellectual Property (clause 9.2)
	
	

	
	If Applicable the Customer is to specify any Deliverables that the Contractor will own and refer to any agreement in relation to royalties.
	
	

	
	Customer to specify in the Order if IP rights in Deliverables shall vest in both the Customer and the Contractor:
	
	

	
	Customer to specify any rights the Contractor has to use a Deliverables:
	
	

	
	NB please view user guide details issues in relation to intellectual property commercialisation, or joint vesting of IP.
	
	

	B4
	Secrecy and Security (clause 10.3)
	
	

	
	Customer to specify any secrecy or security requirements that the Contractor is to comply with during the Contract:
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	


	No.
	Details to be included from the Agreement
	Minimum conditions required by the Contract Authority
	Order Details agreed by the Contractor and the Customer

	B5
	Contractor’s Obligations (clause 11)
	
	

	
	(a) Quality Assurance Arrangements (clause 11.4.2)
	
	

	
	Customer to specify any quality assurance and compliance arrangements that it requires:
	
	

	
	Specify whether Deliverables are new or otherwise:
	
	

	
	(b) Compliance with Standards and Codes (clause 11.7)
	
	

	
	(i) Customer is to specify any codes, policies or guidelines the Contractor is to comply with:
	
	

	
	(ii) any licence or accreditation requirements:
	
	

	
	(c) Credit/Debit Card (clause 11.8)
	
	

	
	Customer/Contractor to specify any credit/ debit card or electronic facility that the Customer may use to pay the Contractor:
	
	

	
	(d) CSI Costs (clause 11.9.1(d))
	
	

	
	Insert CSI costs:
	
	

	
	(e) Reports (clause 11.10)
	
	

	
	Specify reports required, (if any) time for provision and format:
	
	

	B6
	Customer’s Obligations
	
	

	
	(a) CSI (clause 12.2)
	
	

	
	(i) Customer to specify any CSI it is providing and any costs the Contractor is to pay to use it:
	
	

	
	(ii) Customer to reference or attach any Contract Specifications relevant to the CSI:
	
	

	
	(b) Customers Personnel (clause 13.3)
	
	

	
	Customer to specify if it is making personnel available and their roles and responsibilities:
	
	

	
	(c) Site Preparation and maintenance (clause 12.4)
	
	

	
	Specify the Party responsible:
	
	

	


	No.
	Details to be included from the Agreement
	Minimum conditions required by the Contract Authority
	Order Details agreed by the Contractor and the Customer

	B7
	Personnel (clause 13.2)
	
	

	
	(a) Specified Personnel
	
	

	
	Nominate the key personnel (if any) who are to be dedicated to provide the Deliverables.
	
	

	
	(b) Sub-contractors (clause 13.5.3)
	
	

	
	Customer to specify if a statutory declaration subcontractors, substantially in the form of schedule 4, is required.
	
	

	B8
	Performance of the Contract (clause 14)
	
	

	
	(a) Delivery (clause 14.1 and 14.2)
	
	

	
	Customer to specify the
	
	

	
	(i) nature of the Deliverable:
	
	

	
	(ii) volume of the Deliverable:
	
	

	
	(iii) date of delivery:
	
	

	
	(iv) Site to be delivered to:
	
	

	
	(v) hours of delivery.
	
	

	
	(b) Acceptance Testing (clause 14.5)
	
	

	
	Specify if Acceptance Testing is required:
	
	

	
	(i) specify Acceptance Notification Period:
	
	

	
	(ii) specify party to conduct Acceptance Tests and annex or detail information to be included in acceptance test plan:
	
	

	
	(iii) specify the commencement date for Acceptance Tests
	
	

	
	(iv) specify the Acceptance Period
	
	

	
	(v) specify the Acceptance Criteria
	
	

	
	(vi) if agreed, specify the number of hours on each normal working day for the running of the Acceptance Tests:
	
	

	
	If Acceptance Tests are not required, Customer to specify if the Actual Acceptance Date (AAD) will occur five business days or another number of days following the delivery of a Deliverable (clause 14.3.2).
	
	

	
	(c) Documentation (clause 14.6)
	
	

	
	Specify any additional publications or aids to be made available by the Contractor and the charge (if any):
	
	

	
	Specify the number of additional copies of the Documentation being purchased by the Customer and the charge:
	
	

	
	Specify dates Documentation is to be delivered:
	
	

	


	No.
	Details to be included from the Agreement
	Minimum conditions required by the Contract Authority
	Order Details agreed by the Contractor and the Customer

	B8
	(d) Escrow (clause 14.8)
	
	

	
	Specify if escrow arrangement is required.
	
	

	
	Time for escrow arrangement to endure.


	
	

	B9
	Project management (clause 15)
	
	

	
	(a) Management Committee
(clause 15.2)
	
	

	
	Specify if subclause 15.2.1 to 15.2.4 are to apply:
	
	

	
	If subclauses 15.2.1 to 15.2.4 are to apply, specify the persons on the Management Committee and any additional functions they are to carry out:
	
	

	
	Nominate Project Manager/Officer for each Party
	
	

	
	(b) Customer Contract Review Procedures (clause 15.4)
	
	

	
	Specify if subclauses 15.4.1 to 15.4.2 are to apply:
	
	

	
	Specify any specific time intervals for service and performance reviews:
	
	

	
	Specify any other matters to be reviewed: 
	
	

	
	(c) Site preparation (clause 15.5)
	
	

	
	Specify if subclause 15.5.1 is to apply and the Contractor is to provide a Site Specification:
	
	

	
	(d) Implementation planning study (clause 15.6)
	
	

	
	Specify if subclause 15.6 is to apply:
	
	

	
	Insert IPS objectives and time for provision of study:
	
	

	
	(e) Project Implementation and Payment Plan (clause 15.7)
	
	

	
	Specify if clause 15.7 is to apply:
	
	

	
	(f) Staged Implementation and Right to Terminate (clause 15.8)
	
	

	
	Specify if clause 15.8 is to apply:
	
	

	
	(g) Time of the Essence (clause 15.10)
	
	

	
	(i) specify if clause 15.10 to apply:
	
	

	
	(ii) Due Date for performance and Milestones:
	
	

	
	(iii) Method of calculation of Liquidated Damages (LDs):
	
	

	
	(iv) No. of days LD is to be applied:
	
	

	
	NB User guide discusses when to include and how to calculate LDs.
	
	

	


	No.
	Details to be included from the Agreement
	Minimum conditions required by the Contract Authority
	Order Details agreed by the Contractor and the Customer

	B9
	(h) Retention of Moneys (clause 15.11)
	
	

	
	Customer to specify if percentage of Contract Price is to be retained by the Customer until AAD of a Deliverable:
	
	

	
	NB User guide discusses when to include.
	
	

	
	(i) Business Contingency Plan 
(clause 15.12)
	
	

	
	Specify if subclauses 15.12.1 to 15.12.4 are to apply:
	
	

	
	(i) Customer to specify the Business Contingency Services it requires and the period of the Services:
	
	

	
	(ii) Customer to state the periods that the Business Contingency Plan must be updated by the Contractor:
	
	

	
	(iii) Customer to specify the time periods that the Contractor is to test the operability of the Business Contingency Plan:
	
	

	
	(iv) Customer to specify any information to be included in the Business Contingency Plan (Part 2):
	
	

	
	NB User guide discusses when to include.


	
	

	B10
	Payment (clause 16)
	
	

	
	Set out in the amounts and the times payment is due. (NB: Not required if a Project, Implementation and Payment Plan, which includes this information, exists):
	
	

	
	Specify whether the Contract Price is fixed.


	
	

	B11
	Contract Variations (clause 17.2)
	
	

	
	Specify whether Schedule 12 to apply.


	
	

	B12
	Termination for convenience 
(clause 18.4.2)
	
	

	
	Insert whether further compensation is payable and specify amount.


	
	

	B13
	Additional Conditions (clause 6.3)
	
	

	
	Specify any additional conditions:
	
	

	











Signature
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