
	User guidance
The standard form following is for the preparation of a tender document for Consultancy Services: Multiple Tenders
Part 4: Agreement Information
Guide notes
This standard form contains guidance in hidden text, ie:
GUIDE NOTES;
Guide Note examples
Viewing guide notes
1. If the guide notes are not visible, click on the Show/Hide button [image: image1.bmp].
2. If still not visible, then:

•  At the Tools menu;

•  Click Options, and click the View tab;
•  Tick the Hidden Text check box and click the OK button.
Insertion points
Each ‘»’ shows where input is required. Click onto each ‘»’ and overtype.
When completed
1. Remove all guide notes manually or by the following steps:
•  On the Edit menu click Replace, then (if required) 
•  Click the More button;
•  Click the Format button, click on Font;
•  Tick the Hidden check box and click the OK button;
•  Click the Special button, click on Any Character; then
•  Click the Replace All button.
2. Delete this User guidance, along with the following Page Break.
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Agreement Information


	Item




1 The Principal

Mentioned in clause 1

The Principal must be an entity that is legally capable of entering the agreement.  For example the Principal could be a government owned corporation or a Minister of the Crown if appropriate statutory power exists.

If the agency responsible for the work is a corporation, including statutory corporations such as the Health Administration Corporation or an Area Health Service or a local government council, then the corporation may elect to be named as the Principal. 

If the agency is not a corporation but part of the Crown, for example a Government Department, then it may elect to name its Minister as the Principal.

If it is proposed to name a Minister as the Principal, use the form "Minister for [DEPARTMENT] for the State of NSW".  

For the efficient administration of the agreement, appropriate contract administration authorities should be formally delegated to the Principal’s Representative.  

The Minister for COMMERCE should not be named as the Principal unless an agreement for such an arrangement has been established.

For further information, contact the NSW Procurement Client Support Centre at NSWP_Support@commerce.nsw.gov.au, or by telephone: 1800 679 289.

	The Principal is:
	»


2 The Consultant

Mentioned in clause 1

	The Consultant is:
	As nominated in the Consultant's Tender and accepted by the Principal if applicable.


3 Capacity in which the Consultant is engaged

Mentioned in clause 2

Insert the relevant capacity, For Example:

Consulting structural engineer, or

Expert in acoustic engineering.

Where the capacity of the required consultant is beyond that of a standard engagement, it is critical that it be properly defined here.

	The capacity in which the Consultant is engaged:
	»


4 Time by which Consultant must provide program or plan

Mentioned in clause 3.6

Insert suitable time period, for example:

· 7 calendar days for simple straightforward engagements;

or

· 14 calendar days for large, complex work.

	The time by which Consultant must provide program or plan Principal is:
	»


5 Time to complete the Services

Mentioned in clause 3.6

Insert the time in weeks

	The time to complete the Services is:
(Refer to The Services)
	» 
weeks from date of Letter of Award 


6 Approvals obtained by Principal

Mentioned in clause 3.13

Insert "Nil" if no approvals are to be obtained by Principal.

	Approvals obtained by Principal:
	»


7 Consultant's Representative

Mentioned in clause 3.16

	The Consultant's Representative is:
	As nominated in the Consultant's Tender and accepted by the Principal.


8 Principal's Representative

Mentioned in clause 4.2

Insert the title of the person appointed with the appropriate authorities for managing the Agreement.

	The Principal's Representative is:
	»


9 The Fee.

Mentioned in clause 5.1

Use either option 1 or option 2.

INSERT THE APPROPRIATE OPTION WHICH MUST BE CONSISTENT WITH THE TENDER FORM

Option 1

The Fee shall be a lump sum as accepted by the Principal

Option 2

The Fee shall be calculated in accordance with the Schedule of Rates using actual quantities, up to the maximum amount as accepted by the Principal

	The Fee is:
	»


10 Reimbursable Expenses

Mentioned in clause 5.4

List the items applicable to the particular engagement.

Use "not applicable" if no reimbursable expenses apply.

Examples of reimbursable expenses are:

- fees paid to any relevant statutory authority; or

- cost of documents provided by a relevant statutory authority; or

- costs of advertising and publishing of notices.

	Reimbursable Expenses:
	»


11 Claim timetable

Mentioned in clause 5.5

Use either option 1 or option 2 or Option 3.

Option 1 

for engagements where the time to complete services is less than 60 days Insert :

"at the completion of the engagement" 

Option 2

for engagements where payment claims should be made on completion of specific key activities during the engagement. For Example:

Completion of Preliminary Report

Completion of Final Report

Insert a list of specific key activities where payment claims should be made.

Option 3

for engagements where the time to complete services is greater than 60 days.

insert "monthly”

	Claim timetable:
	»


12 Payment timetable

Mentioned in clauses 5.6, 5.7 and 5.8

	Payment timetable:
	Payment will be made within 20 Business Days subject to Clause 10.2.


13 Intellectual property

Government policy is that the Principal retains sole intellectual property rights.  If a consultant seeks to amend the situation, it should be dealt with as set out in Intellectual property issues.

Mentioned in clause 7.1

	Intellectual property not vesting in the Principal:
	Nil


14 Professional indemnity insurance

Mentioned in clause 9.1

Input an amount.

if the services are for a construction-related project without unusual risks WITH estimated cost below $1m, OR up to $5m at an agency's discretion, the required amount of professional indemnity insurance Is the greater of $1m, or 10 times (rounded) the ESTIMATED fee.

for a construction-related project with estimated cost exceeding $5m, a description of A risk based method for calculating the amount of insurance is AT: 

· New South Wales Government Insurance for Government Construction Projects Guidelines, 

· Australian Procurement and Construction Council, Professional Indemnity Insurance Guidelines in the Building and Construction Industry.

Information on professional indemnity insurance generally can be found at INSURANCE GUIDELINES.

for administrative consultancy services, the minimum amount should be between a minimum of $250,000 and a maximum of $5,000,000, based on the value of exposure to economic loss which may include such things as cost of re-doing services and direct consequential costs.

	Quantum of professional indemnity insurance:
	»


15 Public liability insurance 

Mentioned in clause 9.5.4

	Quantum of public liability insurance:
	$5,000,000


16 Percentage on termination 

Mentioned in clauses 11.8 and 11.10

	Percentage on termination
	Nil


17 Notices

Mentioned in clause 13

Notices to the Principal

For notices to the Principal the intended recipient is the Principal’s Representative:

	Office address:
(for delivery by hand)
	»
»
»
»

	
	

	Postal address:
(for delivery by post)
	»
»
»
»

	
	

	Facsimile number
	»

	E-mail address
	»


Notices to the Consultant

For notices to the Consultant the intended recipient is the Consultant’s Representative:

	Office address:
(for delivery by hand)
	As nominated in the Consultant's Tender and accepted by the Principal.

	
	

	Postal address:
(for delivery by post)
	As nominated in the Consultant's Tender and accepted by the Principal.

	
	

	Facsimile number
	As nominated in the Consultant's Tender and accepted by the Principal.

	E-mail address
	As nominated in the Consultant's Tender and accepted by the Principal.


Insert the Name of project and/or contract and theContract No.

The details must match those on the title page

	
	

	»

Contract No: »
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