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User Guidance is advisory text and does not form 
part of a standard Contract document. 

 

User Guidance 

The Commonwealth Contracting Suite (CCS) streamlines and simplifies procurement 
processes. It was designed to be consistent with the Treasury Legislation Amendment (Small 
Business and Unfair Contract Terms) Act 2015, and creates uniformity across Commonwealth 
contracts to reduce the burden on businesses contracting with the Commonwealth 
Government. 

The CCS is mandatory under $200,000 for all non-corporate Commonwealth entities except for 
specific situations as outlined in Resource Management Guide No. 420 – Mandatory use of the 
Commonwealth Contracting Suite for procurement under $200,000. Corporate Commonwealth 
entities are encouraged to use best endeavours to apply the policy. 

The mandatory components of the CCS are: 

• the Approach to Market (ATM) (incorporating the Glossary and Interpretation, the 
Commonwealth ATM Terms and the Response to the ATM) and 

• the Commonwealth Contract (incorporating the Glossary and Interpretation, and the 
Commonwealth Contract Terms). 

The ATM and the Contract documentation are available via online smart–forms on the 
Department of Finance website. 

To ensure official documentation is tailored to your specific procurement it is 
important to generate new documents by use of the smart–forms for each new 
procurement activity undertaken. 

This document is provided as a sample of a Commonwealth Contract document generated by 
the CCS after using the smart form. It is indicative only and is not intended to be a template for 
Contract documentation. The smart form provides many option and considerations which will 
vary the final document produced. This presents one version of those considerations. 

Within this document colour coding is used to highlight parts that offer a choice of input. 

 
<< These sections allow free input of text, dates or numbers >> 

Topic Heading – This indicates that a selection of options is available and the associated text 
shown here is only one of those selections. 

 

 

 
Information in this document was current at the time of publication. For current Contract 
documentation please use the CCS smart form at: 
https://www.finance.gov.au/government/procurement/commonwealth-contracting-suite-ccs 

 
THIS DOCUMENT IS PROVIDED FOR INFORMATION 
PURPOSES ONLY AND IS NOT TO BE USED AS A 

TEMPLATE 

https://www.legislation.gov.au/Details/C2015A00147
https://www.legislation.gov.au/Details/C2015A00147
https://www.finance.gov.au/publications/resource-management-guides/mandatory-use-commonwealth-contracting-suite-procurement-under-200000-rmg-420
https://www.finance.gov.au/publications/resource-management-guides/mandatory-use-commonwealth-contracting-suite-procurement-under-200000-rmg-420
https://ccs.finance.gov.au/produce/wizard/fadd2c7b-6a0c-4a28-afd0-d7f4086629f3
https://www.finance.gov.au/government/procurement/commonwealth-contracting-suite-ccs
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Customer 
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Customer Name: << insert entity legal name here >> 

Customer ABN: << insert entity ABN here >> 

Address: << insert address here >> 

 

 
Supplier 

 

Full Name of the Legal Entity: << insert supplier name here >> 

Supplier ABN: << insert supplier ABN here >> 

Address: << insert address here >> 
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Statement of Work 

C.A.1 Key Events and Dates 

This Contract commences on the Contract Start Date or the date this Contract is executed, whichever is the 
latter, and continues for the Contract Term unless: 

a) it is terminated earlier or 

b) the Customer exercises the Contract Extension Option, in which case this Contract will 

continue until the end of the extended time (unless it is terminated earlier). 
 

Event Details 

Contract Start Date: << insert contract start date here >> 

Contract Term: This Contract will remain in force for a period of << insert 
contract duration here >>. 

Contract Extension Option: This Contract includes the following extension option(s): 
<< insert contract extension option (if any) here >>. 



Commonwealth Contract – Goods and Services 

Reference ID: << insert entity reference here >> Page 4 of 25 

 

 

C.A.2 The Requirement 

<< insert requirement here >> 

Provide a clear and concise description of the Requirement. When defining the Requirement always look 
for ways to give Potential Suppliers the opportunity to offer alternative solutions. Define your actual needs, 
do not merely describe the characteristics of an already known service. The amount of detail you provide 
should reflect the complexity of the Requirement. 

C.A.2(a) Commonwealth Supplier Code of Conduct 

The Commonwealth expects its suppliers to conduct themselves with high standards of ethics such that 

they consistently act with integrity and accountability. The Commonwealth Supplier Code of Conduct 

(Code) outlines the Commonwealth’s minimum expectations of suppliers and their subcontractors while 

under contract with the Commonwealth. 

The Supplier must comply with Commonwealth Contract Terms [Clause C.C.23], which creates a number 
of obligations in connection with the Code. Without limiting the requirements in Commonwealth Contract 
Terms [Clause C.C.23.2b], during the term of the Contract, the Supplier must provide the information 
specified below (if any) to the Customer in connection with its compliance with the Code: 

<< insert requirements here >> 

Further information on the Code can be found at: 
https://www.finance.gov.au/government/procurement/commonwealth-supplier-code-conduct. 

As a contract manager, you should monitor the ethical behaviour of suppliers throughout the term of the contract.  
This may involve requesting information about the supplier’s continued compliance with all or some of the  
expectations of the Code. For example, this could be performed as part of periodic performance reporting under  
the contract and/or as part of the management of risks and that may occur over the lifecycle of a contract 

The extent of due diligence undertaken to determine a supplier’s adherence to the Code should be informed by 
the scale, scope, complexity, and risk of the contract. Following an assessment of these factors, you may 
consider it appropriate to not ask a supplier to provide any information demonstrating their continued compliance 
with the Code. 

 

C.A.2(b) Standards 

The Supplier must ensure that any goods and services provided under this Contract comply with all 
applicable Australian standards and any Australian and international standards specified in this Statement 
of Work. The Supplier must ensure that it obtains copies of all relevant certifications and maintains records 
evidencing its compliance with those standards. If requested by the Customer, the Supplier must enable 
the Customer, or an independent assessor, to conduct periodic audits to confirm compliance with those 
standards. 

Web Content Accessibility 

As applicable, the Supplier must ensure that any website, associated material and/or online publications 
(where applicable) complies with the Web Content Accessibility Guidelines available at: 
https://www.w3.org/WAI/intro/wcag. 

https://www.finance.gov.au/government/procurement/commonwealth-supplier-code-conduct
https://www.w3.org/WAI/intro/wcag
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Australian Standards 

The Supplier must comply with the following Australian Standard(s): 
 

AS Number Title 

<< insert standard number here >> << insert standard title here >> 

 
ISO International Standards 

The Supplier must comply with the following ISO International Standard(s): 
 

ISO Number Title 

<< insert standard number here >> << insert standard title here >> 

 
Performance Measures 

To demonstrate progress towards achievement of the Requirement, the Supplier is required to comply with 
the following performance measures: 

<< insert key performance indicators here >> 

C.A.2(c) Security Requirements 

Supplier personnel are required to be cleared to a minimum level of << insert required security clearance 
level here >>. 

The cost of obtaining each security clearance will be borne by the Supplier. The Supplier must ensure that 
its Specified Personnel promptly provide to the Customer relevant details to assist with the security 
clearance process, and the Supplier must notify the Customer promptly in writing of any change in 
circumstances which is likely to affect the Customer’s assessment of the Specified Personnel’s entitlement 
to hold a security clearance. 

<< insert other security requirements >> 
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C.A.2(d) Work Health and Safety 

Prior to commencement of this Contract, the Customer’s Contract Manager and the Supplier’s Contract 
Manager will identify any potential work health and safety (WHS) issues anticipated to arise during the term 
of this contract and assign management of each issue identified to the party best able to manage it. For all 
issues assigned to the Supplier, the Supplier will provide the Customer with a WHS plan for approval and 
no work will commence until the plan is approved unless agreed in writing by the Customer. 

Throughout the Contract Term, the Customer and the Supplier will proactively identify and cooperate to 
manage any WHS issues that arise. 

C.A.2(e) Delivery and Acceptance 

Where the Customer rejects any deliverables under Clause C.C.11 [Delivery and Acceptance] the 
Customer will specify a timeframe in which the Supplier is required to rectify deficiencies, at the Supplier’s 
cost, so that the deliverables meet the requirements of this Contract. The Supplier must comply with any 
such requirement. Rectified deliverables are subject to acceptance under Clause C.C.11 [Delivery and 
Acceptance]. 

The Supplier will refund all payments related to the rejected deliverables unless the relevant deliverables 
are rectified and accepted by the Customer. 

If the Supplier is unable to meet the Customer’s timeframe, the Customer may terminate this Contract in 
accordance with Clause C.C.16 [Termination for Cause]. 

 

Item/Description Delivered To Delivery Address Contact Phone Delivery Date 

<< insert item description 
here >> 

<< insert name 
here >> 

<< insert delivery 
address here >> 

<< insert contact 
phone number 
here >> 

1/06/2023 

 

 

Milestone Description Contact for Delivery Delivery Location/Email Due Date 

<< insert milestone 
description here >> 

<< insert contact here >> << insert delivery location 
here >> 

1/07/2023 

 
Reports 

During the term of this Contract, the Supplier must provide the Customer with reports as set out in the table 
below: 

 

Report Type Detailed Description Due Date 

<< insert report type here 
>> 

<< insert detailed description of report here >> 5pm 1/07/2023 

 
Delivery and Acceptance – Additional Instructions 

<< insert additional delivery and acceptance instructions here >> 
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C.A.2(f) Meetings 

The Supplier is required to attend meetings as follows: 
 

Meeting 
Type 

Position Required Frequency Mode Location 

<< insert 
meeting type 
here >> 

<< insert required 
personnel here >> 

<< insert 
frequency 
here >> 

On-site << insert location 
here >> 

 

C.A.2(g) Facilities and Assistance Offered by the Customer 

<< insert any facilities and assistance you will be providing to the supplier here >> 

C.A.2(h) Customer Material 

<< insert any Customer Material you will be providing to the supplier here >> 

C.A.2(i) Conflicts of Interest 

The Supplier has declared that it has Conflicts of Interest(COI) relevant to the performance of its obligations 
under this Contract. During the Contract Term the Supplier agrees to implement any COI management 
strategies specified in Annex 1 - Conflicts of Interest Management Plan and keep the Customer 
informed of all relevant details relating to COI specified below: 

<< insert suppliers conflict of interest here >> 

In addition to the Supplier's obligations under clause C.C.3 [Conflict of Interest], the Supplier also agrees to 
comply with any additional requirements notified by the Customer from time to time in relation to the 
management of this conflict. 

C.A.2(j) Public Interest Disclosure 

For information about how to make a Public Interest Disclosure, please refer to the information provided on 
the Customer’s website: << insert URL to PID information for your entity here >>. 

All Public Interest Disclosure matters (relating to this procurement) should be referred to: 
 

Name/Position: << insert name and position here >> 

Email Address: << insert email address here >> 

Telephone: << insert telephone number here >> 

C.A.2(k) Complaints Handling 

For information about how to make a complaint, please refer to the information provided on the Customer’s 
website: << insert URL to complaints information for your entity here >>. 

Any complaints relating to this procurement should be referred to:  

Name/Position:  << insert name and position here >> 

Email Address:  << insert email address here >> 
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C.A.3 Contract Price 

The maximum Contract Price inclusive of GST and all taxes and charges will not exceed $0.00 as set out 
below. 

Fixed Price (including all expenses) 
 

Due Date Item Description Quantity Unit Price 
GST 

Exclusive 

Total Price 
GST 

Exclusive 

GST 
Component 

Total 
Price 
GST 

Inclusive 

<< date >> << item description >> << # >> << $ >> << $ >> << $ >> << $ >> 

Total Fixed Price for Goods $0.00 GST Inclusive 
 

Due Date Milestone Description Total Price 
GST 

Exclusive 

GST 
Component 

Total 
Price 
GST 

Inclusive 

<< date >> << milestone description >> << $ >> << $ >> << $ >> 

Total Fixed Price for Services $0.00 GST Inclusive 

Adjustment to Fixed Pricing for Contract Variation/Extension 

<< insert pricing adjustment here >> 

C.A.3(a) Payment Schedule 

The Total Fixed Fees and Charges will be made as a single payment on completion of contracted 
deliverables. 
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C.A.4 Contract Managers and Addresses for Notices 

Contract Managers are responsible for issuing or accepting any written Notices under this Contract and are 
the contact points for general liaison. 

C.A.4(a) Customer’s Contract Manager: 

 

The person occupying the position of: << insert position here >> 

Currently: << insert name here >> 

Telephone: << insert telephone here >> 

Mobile: << insert mobile here >> 

Email Address: << insert email address here >> 

Postal Address: << insert address here >> 

 
 
 
 
C.A.4(b) Customer’s Address for Invoices: 

 

Addressee Name/Position Title: << insert name and position here >> 

Telephone: << insert telephone here >> 

Peppol ID: << insert peppol id here >> 

Email Address: << insert email address here >> 

Postal Address: << insert address here >> 

 
The Customer’s preferred method of invoicing is by eInvoicing. 

C.A.4(c) Supplier’s Contract Manager: 
 

Name: << insert name here >> 

Position Title: << insert position title here > 

Telephone: << insert telephone number here > 

Mobile: << insert mobile number here > 

Email Address: << insert email address here > 

Postal Address: << insert address here >> 

 
 
 
 
C.A.4(d) Supplier’s Address for Notices 

 

Name: << insert name here >> 

Position Title: << insert addressee title here >> 

Email Address: << insert email address here >> 

Postal Address: << insert address here >> 
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C.A.5 Specified Personnel 
 

 
Position/Role 

 
Name 

Current Security 
Clearance Level 

Percentage of 
Total Project 

Time 

<< insert position here >> << insert name here >> << insert security 
clearance here >> 

<< insert 
percentage 
here >> 

 
C.A.6 Subcontractors 

 

Full Legal Name Postal Address ACN / ABN / ACNR Services to be Performed 

<< insert legal name 
here >> 

<< insert address 
here >> 

<< insert ACN or 
ABN here >> 

<< insert services here >> 
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<< insert information here >> 

Information to be kept confidential 

Additional Contract Terms 

An executed contract will incorporate the Commonwealth Contract Terms and also the following Additional 
Contact Terms: 

C.B.1 Intellectual Property 

The Supplier owns the Intellectual Property Rights in the Material created under this Contract. 

The Supplier grants to the Customer: 

a) a non-exclusive, irrevocable, royalty-free, perpetual, world-wide licence to exercise the Intellectual 
Property Rights in the Material provided under this Contract for any purpose and 

b) a right to sub-licence the rights in (a) above to third parties, including to the public under an open 
access or Creative Commons ‘BY’ licence. 

The licence excludes the right of commercial exploitation by the Customer. 

The Supplier warrants that it is entitled to grant this licence to the Customer; and that the provision of the 
Goods and/or Services and any Material by the Supplier under this Contract, and its use by the Customer, 
in accordance with this Contract, will not infringe any third party’s Intellectual Property Rights and Moral 
Rights. 

Intellectual Property Rights in Goods provided under this Contract or pre-existing Intellectual Property of 
the Supplier, set out below (if any), will not change as a result of this Contract. 

Pre-Existing Intellectual Property of the Supplier 

The Supplier grants to, or in the case of Third-Party Material, must obtain for, the Customer a non- 
exclusive, irrevocable, royalty-free, perpetual, world-wide licence (including the right to sub-licence) to 
exercise the Intellectual Property Rights in all Pre-existing Material and Third-Party Material incorporated 
into the Material to enable the Customer to receive the full benefit of the Goods and/or Services and the 
Material and to exercise its rights in relation to the Material. 

<< insert details of Supplier's pre-existing IP here >> 

C.B.2 Confidential Information of the Supplier 

The Customer agrees that the following information meets the Commonwealth’s confidentiality guidelines 
and agrees to treat the information as confidential unless required by law to disclose the information. The 
Customer retains the right to disclose any other information contained in this Contract. 

 

 
C.B.3 Payment Terms 

Where the Customer and the Supplier both have the capability to deliver and receive eInvoices through the 
Peppol framework and have agreed to use eInvoicing, following receipt of a Correctly Rendered Invoice, 
including acceptance of the Goods and/or Services by the Customer, the Customer will pay the amount of a 
Correctly Rendered Invoice to the Supplier within five (5) calendar days after receiving it, or if this day is not 
a Business Day, on the next Business Day. 

In all other circumstances following receipt of a Correctly Rendered Invoice, including acceptance of the 
Goods and/or Services by the Customer, the Customer will pay the amount of a Correctly Rendered Invoice 
to the Supplier within twenty (20) calendar days after receiving it, or if this day is not a Business Day, on the 
next Business Day. 

Where the Customer fails to make a payment to the Supplier by the Business Day it is due, the Customer 
will pay the unpaid amount plus interest on the unpaid amount, provided the amount of interest payable 
under this clause exceeds A$100. 
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Interest payable under this clause will be simple interest calculated in respect of each calendar day from 
the day after the amount was due and payable, up to and including the day that the Customer effects 
payment, calculated using the General Interest Charge Rate as published on the Australian Taxation Office 
website https://www.ato.gov.au/Rates/General-interest-charge-(GIC)-rates/. 

C.B.X Workplace Gender Equality Act 2012 (Cth) 

Where the Supplier is a relevant employer under the Workplace Gender Equality Act 2012 (Cth) 
(the WGE Act) the Supplier must provide evidence that it complies with its obligations under the WGE Act 
before commencement of any Contract and, if the term is more than 18 months, within 18 months of 
commencement and annually thereafter for the duration of the Contract. 

If the Supplier becomes non-compliant with the WGE Act during the course of the Contract, the Supplier 
must notify the Customer’s Contact Manager in writing within 10 Business Days. Compliance with the 
WGE Act does not relieve the Supplier from its responsibilities to comply with its other obligations under the 
Contract. 

C.B.X << insert other additional contract term heading here >> 

<< insert other additional contract term clause here >> 
 

 

User Guidance 

Additional Contract Terms 

The Commonwealth Contracting Suite (CCS) Commonwealth Contract online smart form 
enables the user to specify additional terms that will be included in a contract resulting from the 
ATM. When going through the CCS smart form the user will be prompted to decide whether 
specific terms need to be included for their procurement. These include: 

Intellectual Property (IP): - the form will ask if you require an IP clause and if so which of the 
following scenarios apply to your procurement: 

• Will any material developed under the contract require a security classification? 

• Will any material developed under the contract contain personal information? 

• Does your entity's Intellectual Property Management Policy or AAI require ownership of 
the Intellectual Property created under the Contract? 

The answers to these questions will determine which clause is inserted into your contract. The 
clause included on the previous page is applicable if the entity requires ownership of the 
intellectual property rights. 

Interest on Late Payments: - Different payment policies apply depending on whether your 
entity is a Non-corporate Commonwealth Entity (NCE) or a Corporate Commonwealth Entity 
(CCE). This will be preselected by the smart form depending on your entity. The clause 
included on the previous page is applicable for an NCE. 

Liability Cap for Supplier: - You can select to cap Suppliers liability to a defined value based 
on a formal risk assessment of your procurement. 

Other Specific Contract Terms – an option is available within the smart form to insert other 
contract terms if deeded necessary for your specific procurement. 

https://www.ato.gov.au/Rates/General-interest-charge-(GIC)-rates/
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Contract Annex 1 – Conflicts of Interest Management Plan 

<< insert Conflicts of Interest Management Plan, (if any) here >> 

Contract Annex 2 – Supplementary Information 

<< insert supplementary information (if any) here >> 
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Contract Signing Page 

The Parties agree that by signing this Commonwealth Contract – Goods and Services, they enter into a 
Contract comprising: 

a) Additional Contract Terms (if any) 

b) Statement of Work 

c) Commonwealth Contract Terms 

d) Commonwealth Contracting Suite Glossary and Interpretation 

e) Contract Annex 1 – Conflict of Interest Management Plan 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Name of director (print) Name of director/company secretary (print) 

 

 

Date: 
 

 

f) Contract Annex 2 – Supplementary Information (if any). 

 
EXECUTED as an Agreement 

Signed for and on behalf of the Commonwealth of Australia as represented by << insert entity legal 
name here >> 

ABN << insert entity ABN here >> by its duly authorised delegate in the presence of 

Signature of witness Signature of delegate 

Name of witness (print) Name of delegate (print) 

Position of delegate (print) 

Date: 

Executed by << insert supplier name here >> ABN in accordance with Section 127 of the Corporations 
Act 2001: 

Signature of director Signature of director/company secretary 

(Please delete as applicable) 
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