


[bookmark: _Hlk131681444][bookmark: _Toc399237301][bookmark: _9kR3WTrAG848GgJfifw5q8hx0K5kfNsz6yBROJQ][bookmark: Document][bookmark: _Definitions][bookmark: _Toc9831824][bookmark: _Toc52263657][bookmark: _Toc52263748][bookmark: _Toc520731734]
	[bookmark: _9kMH01I7aXv5CDEORhYuix][bookmark: _Toc520731772][bookmark: _Toc46491477][bookmark: _Toc256000038][bookmark: _Toc256000082][bookmark: _Toc47882257][bookmark: _Toc256000124][bookmark: _Toc256000244][bookmark: _Toc256000364][bookmark: _Toc256000469][bookmark: _Toc256000590][bookmark: _Toc53082293][bookmark: _Toc256000525][bookmark: _Toc256000703][bookmark: _Toc79147562][bookmark: _Toc256000809][bookmark: _Toc256000873][bookmark: _Toc256000931][bookmark: _Toc256000980][bookmark: _Toc256001034][bookmark: _Toc115950906][bookmark: _Toc116586171][bookmark: _Ref116586629][bookmark: _Ref116588440][bookmark: _Ref_ContractCompanion_9kb9Ur0AF][bookmark: _9kR3WTr2997CAZJfifw5qCkdzn2sa0CCy7C][bookmark: _Ref134527326][bookmark: _Ref153895418]This Schedule 10 provides an Order Template for the provision of Services to an Entity, as detailed in clause 11.3 of the Head Agreement. 
It will not be mandatory that Entities use this Order Template to order services from Service Providers. Use of the template is encouraged to ensure standardisation and consistency. 
Drafting notes are highlighted. Yellow highlights would generally be filled out by the Entity, blue by the Service Provider. 


[bookmark: _Ref171430687][bookmark: _Ref176181005][bookmark: _Toc180658877]Professional Contracting Services Order Template 
[bookmark: _9kMP7G6ZWu599CJOhXthw][bookmark: _9kMH04L7aXv5CDEORhYuix][bookmark: _9kMHG5YVt4CC8AEqkjtCx7IL9z58uVQqqRPDC09][bookmark: _9kMJI5YVt4BB7HLECFUN65xzymJSAGL3p9][bookmark: _9kMI06O7aXv5CDEKObEeeFD10oxy0G][bookmark: _9kMI06O7aXv5CDELGSEeeFD10oxy0G]This Order is issued under clause 11.3 of the Head Agreement.
	[bookmark: _Hlk134433405]Item
	[bookmark: _9kMH05M7aXv5CDEORhYuix][bookmark: _Hlk117862374][bookmark: _9kMHz6O7aXv5CDEGHjPvD5nk1]Order for Services 

	
	Service Provider’s Details

	1. [bookmark: _Ref174977066][bookmark: _Ref153895429]
1 [bookmark: _Ref163479047]
	[bookmark: _9kML7AO7aXv5CDEGJlPvD5nkYgCHCvs7]Service Provider’s Name
[bookmark: _9kML7BP7aXv5CDEGJlPvD5nkYgCHCvs7]Service Provider’s Address
[bookmark: _9kML7CQ7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kMJI5YVt3ABBKJMcq][bookmark: _9kMJI5YVt3ABBKKNcq]Service Provider’s ABN / ACN
[bookmark: _9kML33L7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK32J7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML84H7aXv5CDEGJlPvD5nkYgCHCvs7]Sent via: [email]: [Service Provider’s email address]
Service Provider’s Representative:
Name: [Insert contact name] 
Position: [Insert title]
Address: [Insert address, including postcode]
Email: [Insert email address]
Contact number: [Insert contact number, including area code] 
Mobile: [Insert mobile number]

	
	[bookmark: _9kML30I7aXv5CDEJEPK623K][bookmark: _9kML30I7aXv5CDEJGRK623K]Entity’s Details 

	2 [bookmark: _Ref163479059]
	[bookmark: _9kML31J7aXv5CDEJEPK623K][bookmark: _9kML31J7aXv5CDEJGRK623K]Entity
	[bookmark: _9kML32K7aXv5CDEJEPK623K][bookmark: _9kML32K7aXv5CDEJGRK623K][Insert Entity name] 

	3 [bookmark: _Ref163479053]
	[bookmark: _9kML33L7aXv5CDEJEPK623K][bookmark: _9kML33L7aXv5CDEJGRK623K]Entity ABN
	[bookmark: _9kML34M7aXv5CDEJEPK623K][bookmark: _9kML34M7aXv5CDEJGRK623K][Insert Entity ABN]

	4 [bookmark: _Ref163479079]
	[bookmark: _9kMH07O7aXv5CDEORhYuix]Order Number
	[bookmark: _9kML35N7aXv5CDEJEPK623K][bookmark: _9kML35N7aXv5CDEJGRK623K][bookmark: _9kMH08P7aXv5CDEORhYuix][bookmark: _9kMHz7P7aXv5CDEGHjPvD5nk1][Insert Entity’s reference number for this Order for Services]
[Insert CRIIS reference number]

	5 [bookmark: _Ref174977211]

	Entity Representative
	Name: [Insert contact name] 
Position: [Insert title]
Address: [Insert address, including postcode]
Email: [Insert email address]
Contact number: [Insert contact number, including area code] 
Mobile: [Insert mobile number]

	6 [bookmark: _Ref174977231]
	Cost Centre
	[bookmark: _9kML36O7aXv5CDEJEPK623K][bookmark: _9kML36O7aXv5CDEJGRK623K][Insert Entity cost centre for Panel administration fee recovery]

	7 
	UNSPC Category – AusTender Reporting
	80111600 - Temporary personnel services

	
	[bookmark: _9kMPO5YVt3ABCMOeWsgvUM32vxwoz02IjL8D]Order Details

	8 [bookmark: _Ref174977098]
	[bookmark: _9kMHzG6ZWu4BCDNPfXthwVN43wyxp013JkM9E]Order Commencement Date
	[bookmark: _9kMP8H6ZWu599CJOhXthw][bookmark: _9kMH09Q7aXv5CDEORhYuix][Insert date the Order commences]

	9 [bookmark: _Ref174977105]
	Order Term
	The Order expires on [insert date] (Initial Term).

	10 [bookmark: _Ref174977111]
	[bookmark: _9kMH3K6ZWu4BCDNOeXthwmUz8]Options to extend
	[bookmark: _9kML37P7aXv5CDEJEPK623K][bookmark: _9kML37P7aXv5CDEJGRK623K][bookmark: _9kR3WTr266BGBQKryzhlfTy75z58yArl7vA][bookmark: _9kMPAJ6ZWu599CJOhXthw][bookmark: _9kMH12I7aXv5CDEORhYuix][bookmark: _9kML34M7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK33K7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML85I7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kMHG5YVt488DIDSMt01jnhV09717A0Ctn9xC][bookmark: _9kMJI5YVt3ABCHHSSEwr62z5hT2751]The Entity may in its sole discretion extend the Initial Term of this Order for a further period or periods, up to 12 months, on the same terms and conditions of this Order, by giving written notice to the Service Provider, prior to end of the Initial Term of this Order (Extension Period/s). 

	11 
	[bookmark: _9kMON5YVt3ABCDCgbpm513406hjLrX6B95]Transition Out Period and requirement for transition out plan (clause 13 of Schedule 2 (Professional Contractor Services))
	[bookmark: _Hlk118654518][bookmark: _9kMPO5YVt3ABCDCgbpm513406hjLrX6B95][bookmark: _9kMI5L6ZWu5CC8CHhMiliz8tBgMjyIMkWDAmhDV][bookmark: _9kMK7L6ZWu4BCEFGcDap9DbN41dY4MEwtA][bookmark: _9kMHzG6ZWu4BCDEDhcqn624517ikMsY7CA6][If a Transition Out Period is required, insert it here – i.e. where continuity/handover is required – see clause 13 of Schedule 2 (Professional Contractor Services) for more details of Transition Out Period requirements. Also insert here any requirement for a transition out plan. Where there is a need to specify privacy obligations in any transition out plan, that requirement should be set out here] 

	
	[bookmark: _9kMKJ5YVt3ABCE9bcrsxrsuACzimEB]Engagement Type

	12 [bookmark: _Ref163479100]
	[bookmark: _9kMK5J6ZWu599CJMWBhw][bookmark: _9kMKBP6ZWu4BCDILXBhw]Professional Contractor Fees – calculation of the Daily Rate
	Use below table if only one Professional Contractor is required, or use Annex B, if there are multiple Professional Contractors required for this Engagement Type] 
[NOTE: The Service Provider must be approved to provide services at each work level standard, service area and service category.]
	
	Entity to complete

	12.1
	Professional Contractor Work Level Standard
	[Work Level 1, 2, 3, 4, or 5] 

	12.2
	Service Area
	[Insert the relevant Service area that the service relates to]

	12.3
	Service Category
	[Insert the relevant Service Category that the services relate to]

	12.4
	Service Descriptor
	[Insert the relevant Service Descriptor that the services relate to]

	12.5.5
	Security Clearance Requirements 
(clause 4.1(c) of Schedule 2 (Professional Contractor Services))
	[Include requirements for security clearance in accordance with clause 4.1(c) of Schedule 2 (Professional Contractor Services) or if no security clearance is required, insert ‘No security clearance required’]

	12.6
	Number of hours per day
	[If different to the standard 8 hour Working Day, specify here. Otherwise, insert “8”]

	12.7.6
	Number of hours per week
	[Insert number of working hours per week]

	12.8.7
	Number of weeks required
	[Insert number of weeks that the Professional Contractor will be required for]

	
	Service Provider to complete

	12.9
	Order Discount
	[If applicable, specify the discount that will apply to the Professional Contractor’s Daily Rate by using one of the below tables]


	Order Discount - Term

	0 – 3 months
	[Insert]

	3 – 6 months
	[Insert]

	6 – 12 months
	[Insert]

	12 months +
	[Insert]



	Order Discount – Value 

	$0 - $99,999.99
	[Insert]

	$100,000 - $249,999.99
	[Insert]

	$250,000 - $499,999.99
	[Insert]

	$500,000+
	[Insert]




	12.10.10
	Daily Rate (GST inclusive and with any Order discounts applied) 
	[$ per day]

	12.11.12
	[bookmark: _9kMNM5YVt4CC7GHMHz5Aseymf5ro][bookmark: _9kMH0H6ZWu599FJISI06Btfzng6sp][bookmark: _9kMJ1G6ZWu4BCDJKW0E]Charges for Additional Requirements (daily amount, inclusive of GST) 
	[$ per day for any Additional Requirements] 

	
	
	




	13 [bookmark: _Ref163479111]
	[bookmark: _9kML3G6ZWu4BCDILXBhw][bookmark: _9kMH15L7aXv5CDEORhYuix]Total Fees Payable under this Order
	[bookmark: _9kMK6K6ZWu599CJMWBhw][bookmark: _9kML4H6ZWu4BCDILXBhw][Insert the total amount of the Daily Rate including any charges in respect of any Additional Requirements Fees, both exclusive and inclusive of GST] 
	
	Incl. GST
	Excl. GST

	Daily rate (including any charges in respect of any Additional Requirements)
	[$]
	[$]

	Total fees payable for the initial order term
	[$]
	[$]

	Total fees payable for the initial order term plus any extensions
	[$]
	[$]


 

	
	Details of the Professional Contractor(s)

	14 [bookmark: _Ref163479032]
	[Service Provider to complete - insert details of Professional Contractor/s, including names, positions and work to be undertaken]

	Name
	Unique Identifier from CRIIS 
	Position Title 
	Position Description

	
	
	
	

	
	
	
	




	
	Statement of Work

	15 
	Overview of Requirement
	[Insert a high level description of the services required]

	16 
	Statement of Work
	[Insert a detailed description of the Services required, including relevant background material such as information on the role(s) and business area, whether any licences/authorisations are required to provide the services and any reporting that may be required. 
A separate Statement of Work may be referenced and attached]

	17 
	Deliverables
	[Include details of any deliverables required]

	18 
	Subcontractors
(clause 18.1 of Schedule 2 (Professional Contractor Services))
	[Insert details of approved Subcontractors for this Order, or insert ‘Not Applicable’
If there are approved Subcontractors for this Order, insert here if there are any changes to the requirements relating to Subcontractors expressed in clause 18.1 of Schedule 2 (Professional Contractor Services). If there are no changes to the default requirements, insert ‘No changes to the default requirements in clause 18.1 of Schedule 2 (Professional Contractor Services)’.]

	19 [bookmark: _Ref174977125]
	Location
	[Insert the full address, including post code, of the primary work location]

	20 
	Governance Meetings 
(clause 3.2(k) of Schedule 2 (Professional Contractor Services))
	[Insert when the Service Provider is required to attend governance meetings in accordance with clause 3.2(k) of Schedule 2 (Professional Contractor Services).]

	21 
	Payment Terms
	[Select the relevant payment terms]

[Five (5) calendar days for eInvoices through the Peppol framework
OR
20 calendar days]

	22 [bookmark: _Ref_ContractCompanion_9kb9Ur8CD]
	Invoicing and milestones
(clauses 14.4.2(e) and 14.5)
	[Specify here the invoicing frequency, e.g. monthly or on a milestone basis.]
[in terms of invoice content, specify here any other information required in the invoice in accordance with clause 14.4.2(e) and clause 14.5, e.g. the following milestone payments due dates table:
[At least one milestone must be included in the order. Milestones are entered into CRIIS as part of Service Provider reporting obligations. If monthly invoicing is confirmed, the milestone value should be the total value of monthly invoices under that milestone]
	Milestone
	Deliverable
	Due date
	Value

	1. 
	[insert]
	[insert] 
	[$ incl GST]

	2. 
	[insert]
	[insert]
	[$ incl GST]

	3. 
	[insert]
	[insert]
	[$ incl GST]


[Note: Milestone payments must be calculated on the basis of the Professional Contractor’s Daily Rate, and if required by the Entity the Service Provider must provide the Entity with the basis for that calculation.]

	23 [bookmark: _Hlk118113719]
	Travel
	[bookmark: _9kML37P7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK36N7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML88L7aXv5CDEGJlPvD5nkYgCHCvs7][Specify any known travel that will be required, including approved costs if these will be paid by the Service Provider and reimbursed by the Entity] 

	24 
	[bookmark: _9kMML5YVt3ABCHGRI401ImJx216qu]Entity Material
	[List any documents here or insert ‘Not Applicable’]

	25 
	[bookmark: _9kMH4L6ZWu4BCCMOSI0sonkvB7ptcZ35IH19IEK]Confidential Information
	[Include details in table below or insert Not Applicable
	[bookmark: _9kML42J7aXv5CDEJEPK623K][bookmark: _9kML42J7aXv5CDEJGRK623K][bookmark: _9kMH5M6ZWu4BCCMOSI0sonkvB7ptcZ35IH19IEK]Entity Confidential Information
(for example)
	Period of Confidentiality

	[bookmark: _9kML43K7aXv5CDEJEPK623K][bookmark: _9kML43K7aXv5CDEJGRK623K]Entity data
	Indefinitely

	[bookmark: _9kMH6N6ZWu4BCDMNfLu973qpYVz1EDx5EAG][bookmark: _9kML44L7aXv5CDEJEPK623K][bookmark: _9kML44L7aXv5CDEJGRK623K]Any Personal Information held by the Entity
	Indefinitely

	[bookmark: _9kMJI5YVt3ABCFDeNevB03KeMrzI9xyyuieCNQU]Security Classified Resources
	Indefinitely



	[bookmark: _9kML89M7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kMIH5YVt466BGENHzrnmjuA6osbY24HG08HDJ][bookmark: _9kMH6N6ZWu4BCCMOSI0sonkvB7ptcZ35IH19IEK]The Service Provider’s Confidential Information 
	Period of Confidentiality

	
	

	
	


Information on confidentiality provisions is available at: https://www.finance.gov.au/government/procurement/buying-australian-government/confidentiality-throughout-procurement-cycle]

	
	[bookmark: _9kMH0H6ZWu4BCCLNQ5fl23z5srjX3KDB8457NT]Additional Requirements

	26 
	Medical Checks and Vaccinations (clause 23 of Schedule 2 (Professional Contractor Services))
	[bookmark: _9kML45M7aXv5CDEJEPK623K][bookmark: _9kML45M7aXv5CDEJGRK623K][bookmark: _9kMI65H7aXv5CDFGJfEbqAEcO52inFC08][bookmark: _9kMJI5YVt4BB9DJjLhkhy7sAjz2M9jXsXv00t36][bookmark: _9kMI0G6ZWu5CC8CHhMiliz8tBgMjyIMkWDAmhDV][bookmark: _9kMK8M6ZWu4BCEFGcDap9DbN41dY4MEwtA][The Entity should specify here whether a Professional Contractor must undergo a medical check and/or be vaccinated against specific diseases and whether the Service Provider must bear the costs of any medical checks and vaccinations of the Professional Contractor for the purposes of clause 23 of Schedule 2 (Professional Contractor Services), or if these are not required, insert ‘Professional Contractor not required to undergo medical check and/or be vaccinated against specific disease’ and/or ‘Service Provider not required to bear the costs of any medical checks or vaccinations’]

	27 
	[bookmark: _Hlk118114273]Overtime (clause 25 of Schedule 2 (Professional Contractor Services))
	[bookmark: _9kML47O7aXv5CDEJEPK623K][bookmark: _9kML47O7aXv5CDEJGRK623K][The Entity should specify here if it wants to change the default position in clause 25.1 of Schedule 2 (Professional Contractor Services) and specify a standard working period or if there are no changes to the default position insert ‘No changes to default position in clause 25.1 of Schedule 2 (Professional Contractor Services)’. 
[bookmark: _9kMI68K7aXv5CDFGJfEbqAEcO52inFC08][bookmark: _9kMI4K6ZWu5CC8CHhMiliz8tBgMjyIMkWDAmhDV][bookmark: _9kMKAO6ZWu4BCEFGcDap9DbN41dY4MEwtA]The Entity should also specify here whether it requires the Professional Contractor to undertake overtime hours in accordance with clause 25.2 of Schedule 2 (Professional Contractor Services). If overtime hours are permitted, specify what rates will apply in accordance with clause 25.4 of Schedule 2 (Professional Contractor Services), or if no overtime is permitted, insert ‘No overtime permitted’.
[bookmark: _9kMIH5YVt466EIFSAgv][bookmark: _9kMJI5YVt3ABEIERAgv]If the fees for any overtime are the Fees in Schedule 8 (Fees), specify that here.] 

	28 
	Work from Home or Flexible Work (clause 19.1 of Schedule 2 (Professional Contractor Services))
	[Identify if flexible work or work from home will be permitted, and set out expectations or limitations]

	29 
	[bookmark: _9kMH0H6ZWu4BCEGJbN5xqysk0J1tjkGF69PX][bookmark: _Hlk131532249]Intellectual Property (clause 20.1.1)
	[bookmark: _9kML48P7aXv5CDEJEPK623K][bookmark: _9kML48P7aXv5CDEJGRK623K][bookmark: _9kMIH5YVt4BB9FKICCEghxnrl1JFzxw6PALVVY8][bookmark: _9kMH6N6ZWu5DD8DKTI06BtfzkM0549tx][bookmark: _9kMI8O6ZWu4BCEFDaEsxw1lp][The Entity should specify here if it wants to change the default position in clause 20.1.1 and instead have the Service Provider own the Intellectual Property in Contract Material, or if there are no changes to the default position, insert ‘No changes to the default position in clause 20.1.1’].

	30 
	Restrictions on Intellectual Property
(clause 20.2)
	[Any restrictions to be imposed on a third party’s use of Contract Materials and/or limits on an Entity’s use of the Service Provider’s branding (eg its logo) should be specified here.] 

	31 
	Internal working papers
(clause 20.3)
	[The Entity should specify here if any special requirements apply to internal working papers of the Service Provider (otherwise the Service Provider will be able to retain those as required under applicable Laws or professional standards)]

	32 
	[bookmark: _9kMLAN6ZWu4BCDMJbLu9733vu][bookmark: _Hlk131680473]Personnel Requirements
	[bookmark: _9kMLBO6ZWu4BCDMJbLu9733vu][bookmark: _9kMNCN6ZWu599CJLiOuC4mj0][bookmark: _9kMH00H7aXv5CDEGHjPvD5nk1][bookmark: _9kMLK5YVt3ABCGFQ8gg][bookmark: _9kMLK5YVt3ABDEBYR3qldVrr5H][bookmark: _9kMHG5YVt466BFKaM4wpxrjzI0sijFE58OW][bookmark: _9kML52I7aXv5CDEJEPK623K][bookmark: _9kML52I7aXv5CDEJGRK623K][bookmark: _9kMH5EQ7aXv6AACGJTJ17Cug0][Personnel performing the Services may be required to sign a Deed and acknowledgements relating to confidentiality, security, Moral Rights, intellectual property, and other relevant matters as required by the Entity. Any Contract will be conditional on this occurring]

	33 
	[bookmark: _9kMH7O6ZWu4BCCMOSI0sonkvB7ptcZ35IH19IEK]Return of Confidential Information
(clause 23.6.3)
	[bookmark: _9kMIH5YVt4BB9GFCEJLkc0s0FCE8u5OGDABNAy3][bookmark: _9kML38Q7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK37O7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML8AN7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kMJI5YVt488BD9NI401IcN5xtsp0GCuyhe8ANM][bookmark: _9kMH8P6ZWu5DD8DKTI06BtfzkM0549tx][bookmark: _9kMJ1G6ZWu4BCEFDaEsxw1lp][bookmark: _9kMK7L6ZWu4BCEGAVDv][The default position under clause 23.6.3 is that the Service Provider may retain one copy of Entity Confidential Information to the extent included in the Contract Material for its professional record keeping obligations, for insurance purposes or as otherwise required by Law. Specify if an alternate position is to apply, or if there are no changes to the default position, insert ‘No changes to the default position in clause 23.6.3’] 

	34 
	Entity software system, platform or solution
(clause 3.2(c) of Schedule 2 (Professional Contractor Services))
	[Insert if the Service Provider is required to use a specific software system platform or solution in relation to the provision of Services in accordance with clause 3.2(c) of Schedule 2 (Professional Contractor Services), or if a specific software system, platform or solution is not required, insert ‘Specific software system, platform or solution is not required’]

	35 
	[bookmark: _9kML55L7aXv5CDEJEPK623K][bookmark: _9kML55L7aXv5CDEJGRK623K]Entity Data Storage Requirements
	[bookmark: _9kML56M7aXv5CDEJEPK623K][bookmark: _9kML56M7aXv5CDEJGRK623K][Insert any Entity specific data storage requirement] 

	36 
	[bookmark: _Hlk131679937]Offshore access to and storage of Entity Material 
(clause 24.1.6(a))
	[The default position under clause 24.1.6(a) is that the Service Provider must take all necessary steps to ensure Entity Material is not accessed from or stored outside Australia. Insert whether Entity Material can be accessed from or stored offshore, or if there are no changes to the default position, insert ‘No changes to default position in clause 24.1.6(a)’.] 

	37 
	Security
(clause 24.1.1)
	[bookmark: _9kML41I7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK39Q7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML8CP7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kMNM5YVt3ABCKMfX36xhx474cXo5LADU1mFA2J][bookmark: _9kML5I6ZWu4BCCMLPIzy13C4jrB8][bookmark: _9kML5I6ZWu4BCCMMQIzy13C4jrB8][bookmark: _9kMKJ5YVt466BFGgNtB3liWeAFAtq5][The Service Provider must comply with any applicable security requirements specified in the Protective Security Policy Framework (including those provisions relevant to Commonwealth contracted service providers) in accordance with clause 24.1.1.] 

	38 
	[bookmark: _9kMH1I6ZWu4BCCLNQ5fl23z5srjX3KDB8457NT]Additional Requirements – Security
(clause 24.1.2) 
	[bookmark: _9kMI06O7aXv6EE8IQZEeeFD10oxy0G][bookmark: _9kMI06O7aXv6EE8IRaEeeFD10oxy0G][bookmark: _9kMI10H7aXv5CDEKObEeeFD10oxy0G][bookmark: _9kMI10H7aXv5CDELGSEeeFD10oxy0G][State any additional security requirements to the requirements contained in the Head Agreement, or that apply to particular aspects of work in accordance with clause 24.1.2  or if there are no additional security requirements, insert ‘No additional security requirements’] 

	39 
	Additional Requirements – Defence Industry Security Program (DISP) Membership (clause 24.1.8)
	[State whether DISP Membership is required. If DISP membership is required, insert the following details:
· DISP Governance Level required (and any specific details);
· DISP Personnel Security Level required (and any specific details);
· DISP Physical Security Level required (and any specific details);
· DISP Information / Cyber Security Level (and any specific details)

	40 
	Pre-engagement checks
(clause 4.1 and 4.2 of Schedule 2 (Professional Contractor Services))
	[Insert any Additional Requirements or changes to the default position under clause 4.1 and clause 4.2 of Schedule 2 (Professional Contractor Services) which lists pre-employment checks that must be carried out by Professional Contractors, or if there no changes to the default position, insert ‘No changes to the default position under clauses 4.1 and 4.2 of Schedule 2 (Professional Contractor Services)’]

	41 
	Drug or Alcohol Testing
(clause 22.2 of Schedule 2 (Professional Contractor Services))
	[Insert any requirement for drug or alcohol testing of Professional Contractors in accordance with clause 22.2 of Schedule 2 (Professional Contractor Services) or if no drug or alcohol testing is required, insert ‘No Drug or Alcohol Testing required’]

	42 
	Process for Engaging Professional Contractors 
(clause 5.1 and 5.2 of Schedule 2 (Professional Contractor Services))
	[Insert any Additional Requirements or changes to the default position under clause 5.1 and 5.2 of Schedule 2 (Professional Contractor Services) which details the process for engaging Professional Contractors, or if there are no changes to the default position, insert ‘No changes to the default position under clause 5.1 and 5.2 of Schedule 2 (Professional Contractor Services)’] 

	43 
	Changes to Professional Contractors
(clause 6.1 of Schedule 2 (Professional Contractor Services))
	[Insert any changes to the default position under clause 6.1 of Schedule 2 (Professional Contractor Services) which allows an Entity to change the number of Professional Contractors engaged by an Entity or the location of the workplace for the Professional Contractors by providing 10 Business Days written notice, or if there are no changes to the default position, insert ‘No changes to the default position under clause 6.1 of Schedule 2 (Professional Contractor Services)’] 

	44 
	[bookmark: _Hlk131533708]Liability
(clause 19.1)
	[The liability cap that applies for the purposes of clause 19.1 needs to be specified here.] 


	45 
	Liability for Entity breach of confidentiality
	[Entity to specify a liability cap for breach of confidentiality by the Entity in accordance with clause 19.1.5]

	46 
	[bookmark: _9kML58O7aXv5CDEJEPK623K][bookmark: _9kML58O7aXv5CDEJGRK623K]Entity Insurance Requirements
(clause 18.1.1 and clause 18.1.2) 
	[bookmark: _9kMH2J6ZWu4BCCLNQ5fl23z5srjX3KDB8457NT][Insert any Additional Requirements for relevant insurances in accordance with clause 18.1.1, including: 
· any insurance in addition to that specified in clause 18.1.1; 
· any increase to the minimum insurance amounts specified in clause 18.1.1; and
· any aggregate limit on public liability insurance.
Insert any change to the default position under clause 18.1.2 which allows an Entity to specify the period that professional indemnity insurance must be held for.
If there are no additional insurance requirements, insert ‘No Additional Insurance Requirements’]

	47 

	[bookmark: _9kML59P7aXv5CDEJEPK623K][bookmark: _9kML59P7aXv5CDEJGRK623K][bookmark: _9kMI0G6ZWu4BCDGBcOuC4mjTO56xC]Entity Service Levels
(clause 8.2.1)
	[bookmark: _9kML42J7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK41H7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML8DQ7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kMIH5YVt488DHJVI401IsTzH9roYTAB2H][bookmark: _9kMH16M7aXv5CDEORhYuix][bookmark: _9kML5AQ7aXv5CDEJEPK623K][bookmark: _9kML5AQ7aXv5CDEJGRK623K][bookmark: _9kML43K7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK42I7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML95H7aXv5CDEGJlPvD5nkYgCHCvs7]The Service Provider must comply with the following Entity Service Levels which are measured across all Orders the Entity has with the Service Provider, in accordance with clause 8.2.1. 
[bookmark: _9kMJI5YVt488DHJVI401IsTzH9roYTAB2H][bookmark: _9kMPCL6ZWu599CJOhXthw][bookmark: _9kMH17N7aXv5CDEORhYuix][Insert any Entity Service Levels that apply to the Order].
[bookmark: _9kMHG5YVt488EGAcNtB3liSN45wBfVHDEF1C]Examples of Service Levels Entities may wish to consider are: 
	[bookmark: _9kMI1H6ZWu4BCDGBcOuC4mjTO56xC]Service Level 
	Performance Measures
	Calculation Method

	[bookmark: _9kMI69L7aXv5CDFGJfEbqAEcO52inFC08]Professional Contractor Suitability 
 
	[bookmark: _9kMI6AM7aXv5CDFGJfEbqAEcO52inFC08][bookmark: _9kML44L7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK43J7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML96I7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kMHE6YUv488DKIRI401IhM3410aPxysx9]80% of Professional Contractors nominated by the Service Provider are rated by the Entity hiring manager as suitable for the role and engagement.
	[bookmark: _9kML62H7aXv5CDEJEPK623K][bookmark: _9kML62H7aXv5CDEJGRK623K]As determined over [X] period by the Entity acting reasonably.

	[bookmark: _9kMI6BN7aXv5CDFGJfEbqAEcO52inFC08]Professional Contractor Retention
	[bookmark: _Hlk130546886][bookmark: _9kMI6CO7aXv5CDFGJfEbqAEcO52inFC08][bookmark: _9kMHE6YUv488DJKSHz5AseyFxtxNTBHM4qA4g9I]90% of Professional Contractors complete the full term of their engagement for all accepted Contracts and Order Variations. 
	[bookmark: _9kML63I7aXv5CDEJEPK623K][bookmark: _9kML63I7aXv5CDEJGRK623K]As determined over [X] period by the Entity acting reasonably.

	[bookmark: _9kMI6DP7aXv5CDFGJfEbqAEcO52inFC08]Professional Contractor Performance
	[bookmark: _9kMI6EQ7aXv5CDFGJfEbqAEcO52inFC08]95% of Professional Contractors are achieving the expected performance standards. 
	[bookmark: _9kML64J7aXv5CDEJEPK623K][bookmark: _9kML64J7aXv5CDEJGRK623K]As determined over [X] period by the Entity acting reasonably.

	[bookmark: _9kMI77I7aXv5CDFGJfEbqAEcO52inFC08]Professional Contractor Absences
	[tbc]
	[tbc]




	48 [bookmark: _Ref_ContractCompanion_9kb9Ur8D6]
	[bookmark: _Hlk131680173]Timesheets
(clause 24.2 and 24.3 of Schedule 2 (Professional Contractor Services))
	[Insert here if any Additional Requirements in relation to the form and substance of Timesheets in accordance with clause 24.2 of Schedule 2 (Professional Contractor Services).
Insert here if the default Timesheet approval process position under clause 24.3 of Schedule 2 (Professional Contractor Services) is changed, or if no change to default position insert ‘No changes to the default position under clause 24.3 of Schedule 2 (Professional Contractor Services)’.] 

	49 
	Knowledge transfer (clause 22.1(e)) 
	[Insert here if Service Provider/Professional Contractor is required to:
collaborate with Entity Personnel to develop solutions to challenging stages or components of the engagement and share key learnings and new ideas;
provide training related to the Services that were provided under the Contract to Entity Personnel and any third party; or
undertake any other activities, and provide any other information related to the Services that were provided under the Contract, as reasonably requested by the Entity.]
If no additional requirements insert ‘No additional Knowledge transfer activities required.
Note, in accordance with clause 22.1 of the Head Agreement, the Service Provider must ensure that the Professional Contractor undertakes the following knowledge transfer activities on an ongoing basis:
provide copies of all information, data and documents developed by the Professional Contractor under the Contract; (excluding any information, data or documents which the Entity does not either own or have a licence or other right to).
ensure all information, data and documents provided are in an editable format and on Entity-supported software systems, platforms or solutions (or in any other format reasonably requested by the Entity).

	50 
	WHS Plan
(clause 16.13.2)
	[Insert if Service Provider is required to provide a WHS Plan in accordance with clause 16.13.2, or if not required insert ‘No WHS Plan required’] 

	51 
	Fraud Control Plan
(clause 16.8)
	[Insert if Service Provider is required to provide a Fraud Control Plan in accordance with clause 16.8, or if not required insert ‘No Fraud Control Plan required’]

	52 
	Reporting to Entity 
(clause 1.5 of Schedule 13 (Reporting))
	[Insert the types and frequency of reports to be provided by the Service Provider in accordance with clause 1.5 of Schedule 13 (Reporting), or if not required insert ‘No reports in respect of Professional Contractors required’.]

	53 
	[bookmark: _Hlk131533587]Governing Law and Jurisdiction (clause 35.7.1)
	[Default jurisdiction in clause 35.7.1 is ACT. Insert applicable jurisdiction here if different to the ACT] 

	54 
	[bookmark: _Hlk131680296]Entity-specific policies
(clause 16.1.1)
	[Insert here if there are any additional Entity-specific policies that the Service Provider must comply with, in accordance with clause 16.1.1, or if there are none, insert ‘No additional Entity-Specific Policies’.]

	55 
	Use of AI Systems
	[Agencies must include one of the following 2 options:
Option 1: Insert the following if the Entity consents to the use of AI Systems in the delivery of the Services:
“AI System” means the machine-based system that, for explicit or implicit objectives, infers, from the input it receives, how to generate outputs such as predictions, content, recommendations, or decisions that can influence physical or virtual environments. Different AI Systems vary in their levels of autonomy and adaptiveness after deployment.
The Service Provider is permitted to only use the following AI Systems in its delivery of the Services:
[List the AI Systems that the Service Provider will be permitted to use to deliver the Services]
The AI Systems listed above must only be used for the following purpose, and to the extent listed below:
[List the purpose which the AI Systems may be used, and the extent to which the AI System may be used]
The Service Provider must not input, and must ensure that the AI System does not process or store any Commonwealth information without the prior permission of the Entity. 
The Service Provider must maintain the following governance and oversight measures in relation to its use of the AI System in the delivery of the Services:
[List the relevant governance and oversight measures, and any other controls which the Entity wishes to impose on the use of the AI System]
Option 2: If the Entity does not consent to the use of AI Systems in the delivery of the Services, insert the following:
The Service Provider must not use any AI Systems in the delivery of the Services.
“AI System” means the machine-based system that, for explicit or implicit objectives, infers, from the input it receives, how to generate outputs such as predictions, content, recommendations, or decisions that can influence physical or virtual environments. Different AI Systems vary in their levels of autonomy and adaptiveness after deployment.]
[bookmark: _Toc187312313][bookmark: _Toc187328495][bookmark: 8.1_If_the_Seller_is_required_to_provide][bookmark: 8.1.2_maintain_an_electronic_mail_commun][bookmark: 8.1.3_correct_any_problem_in_accordance_][bookmark: 8.1.4_promptly_correct_any_failure_of_th][bookmark: 8.1.5_supply_any_Updates_of_the_Software]

	56 
	Other Additional Requirements
	[Include any other Additional Requirements, if applicable]

	
	[bookmark: _9kML6J6ZWu4BCCMLPIzy13C4jrB8][bookmark: _9kML6J6ZWu4BCCMMQIzy13C4jrB8]Commonwealth Policy Requirements

	57 
	Shadow Economy Policy
	[bookmark: _9kMIF6YUv488EGHjQfcrBcDu677IwhA5xE][bookmark: _9kML65K7aXv5CDEJEPK623K][bookmark: _9kML65K7aXv5CDEJGRK623K][bookmark: _9kMLK5YVt3ABCDBhMjsleptZRz886pn7KJU6wBC][bookmark: _9kMNM5YVt4CC7GIdcrsxrsuACzfV6yas3J9][bookmark: _9kML45M7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK44K7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML97J7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kML46N7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK45L7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML98K7aXv5CDEGJlPvD5nkYgCHCvs7][bookmark: _9kMNDO6ZWu599CJLiOuC4mj0][bookmark: _9kMH01I7aXv5CDEGHjPvD5nk1][For procurements valued at $4 million or more the Shadow Economy Policy applies. Entities must obtain all Valid and Satisfactory Statement of Tax Records required for the entity type of any Service Provider (and any first-tier Subcontractors of that Service Provider) that will be involved in the delivery of the Services]

	58 
	[bookmark: _9kMON5YVt3ABCJKXMokolt4CHnhDz6M7346MzpI]Indigenous Procurement Policy
	[bookmark: _9kMIH5YVt4BB9EIGHLJYQpgkq784AGIJDzABBSL][bookmark: _9kMI08Q7aXv6EE8IQZEeeFD10oxy0G][bookmark: _9kMI08Q7aXv6EE8IRaEeeFD10oxy0G][bookmark: _9kMI12J7aXv5CDEKObEeeFD10oxy0G][bookmark: _9kMI12J7aXv5CDELGSEeeFD10oxy0G][For procurements valued at $7.5 million or more, insert that clause 16.5.3 of the Head Agreement applies]

	59 
	Australian Industry Participation Plan
	[bookmark: _9kMIH5YVt488DIJQLAAAsnwmsbWy6MMMS1Y7RJ3][For procurements valued at $20 million or more, the Australian Industry Participation policy may apply]

	
	[bookmark: _9kML66L7aXv5CDEJEPK623K][bookmark: _9kML66L7aXv5CDEJGRK623K]Entity Information

	60 
	[bookmark: _9kML67M7aXv5CDEJEPK623K][bookmark: _9kML67M7aXv5CDEJGRK623K]Entity Address for Notices
	[bookmark: _9kML68N7aXv5CDEJEPK623K][bookmark: _9kML68N7aXv5CDEJGRK623K]Physical Address: [Insert physical address for the Entity]
Postal Address: [Insert the postal address for notices, if different to the physical address]
Email: [Insert the email address for notices]

	61 
	[bookmark: _9kML69O7aXv5CDEJEPK623K][bookmark: _9kML69O7aXv5CDEJGRK623K]Entity Address for Invoices
	[bookmark: _9kMH2J6ZWu577BHIcXthw]Invoices must be submitted to [insert email address for invoices] and must contain [include any other requirements for the invoice as specified in Item 22 of the Order Template, e.g., that the purchase order no. must be quoted in the invoice]

	
	[bookmark: _9kML99L7aXv5CDEGJlPvD5nkYgCHCvs7]Service Provider Information

	62 
	[bookmark: _9kML9AM7aXv5CDEGJlPvD5nkYgCHCvs7]Service Provider Address for Notices
	[bookmark: _9kML47O7aXv6AADLHdPvD5nkYgCHCvs7][bookmark: _9kMK46M7aXv6AADLIePvD5nkYgCHCvs7][bookmark: _9kML9BN7aXv5CDEGJlPvD5nkYgCHCvs7]Physical Address: [Insert physical address for the Service Provider]
Postal Address: [Insert the postal address for notices, if different to the physical address]
Email: [Insert the email address for notices]


[bookmark: _Toc146112184]
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	Professional Contractor Work Level Standard
	Service Area
	Service Category
	Service Descriptor
	Security Clearance Requirements (clause 4.1(c)of Schedule 2(Professional Contractor Services))
	Number of Professional Contractors required at this Work Level Standard, Service Area and Service Category
	Number of hours per day
	Number of days per week
	Number of weeks required
	Order Discount
	Daily Rate (daily amount, inclusive of GST and with any Order discounts applied)
	Charges for additional Requirements (daily amount, inclusive of GST)
	Total Fees Payable

	[PC Level 1, 2, 3, 4, or 5]
	[Insert the relevant Service Area that the service relates to]
	[Insert the relevant Service Category that the Services relate to]

	[Insert the relevant Service Descriptor that the Service relates to]
	[Include requirements for security clearance in accordance with clause 4.1(c) of Schedule 2 (Professional Contractor Services) or if no security clearance is required, insert ‘No security clearance required’]
	[Insert number of PC required at this Work Level Standard, Work Area and Service Category]
	[If different to the standard 8 hour Working Day, specify here. Otherwise, insert “8”]
	[Insert number of working days per week]
	[Insert number of weeks that the Professional Contractor will be required for]

	[If applicable, specify the discount that will apply to the Professional Contractor’s Daily Rate by using one of the below tables]

	Order Discount - Term

	0 – 3 months
	[Insert]

	3 – 6 months
	[Insert]

	6 – 12 months
	[Insert]

	12 months +
	[Insert]



	Order Discount - Value

	$0 - $99,999.99
	[Insert]

	$100,000 - $249,999.99
	[Insert]

	$250,000 - $499,999.99
	[Insert]

	$500,000+
	[Insert]



	[$ per day]
	[$ per day for any Additional Requirements]
	[Insert the total amount of the Daily Rate/s (including any charges in respect of any Additional Requirements both inclusive and exclusive of GST]

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

		
	
	Incl. GST
	Excl. GST

	[Insert the total fees payable for the initial term and the total fees payable for the full term (initial term + extension options), both exclusive and inclusive of GST]

	Total fees payable for the initial order term
	[$]
	[$]

	
	Total fees payable for the initial order term plus any extensions
	[$]
	[$]





Annex B – Work Order – Engagement Type – Professional Contractor

[bookmark: _9kMH19P7aXv5CDEORhYuix][bookmark: _Toc47882258][bookmark: _Toc256000126][bookmark: _Toc256000246][bookmark: _Toc256000366][bookmark: _Toc256000471][bookmark: _Toc256000592][bookmark: _Toc53082294][bookmark: _Toc256000526][bookmark: _Toc256000704][bookmark: _Toc79147563][bookmark: _Toc256000810][bookmark: _Toc256000874][bookmark: _Toc256000932][bookmark: _Toc256000981][bookmark: _Toc256001035][bookmark: _Toc115950907][bookmark: _Toc116586172][bookmark: _Ref146112078][bookmark: _Toc520731773][bookmark: _Toc46491478][bookmark: _Toc256000039][bookmark: _Toc256000083]
	Signed for and on behalf of Commonwealth of Australia
as represented by the [insert Entity name] [insert Entity ABN]






name of authorised officer



title of authorised officer
	
	







Signature of authorised officer

	


  date





Signed for and on behalf of 
[insert Service Provider’s name], [insert Service Provider’s ABN]





name of Service Provider’s authorised representative



title of Service Provider’s authorised representative



  date

	












	























Signature of Service Provider’s authorised representative
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