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MODULE ORDER FORM

MODULE 6 – contractor services
Box 1 Details of Contractor Services                   
	Details to be included from Module 6
	Order Details agreed by the Contractor and the Customer

	Contractor Services (clause 3.1)
	

	Specify the Contractor Services that are to be provided, including:
(a) the details of the Role(s); 

(b) how long the Contractor has to identify potential IT Personnel; 

(c) whether the Contractor is being engaged to provide the Contractor Services for that Role on an exclusive basis;

(d) the arrangements for advertising for the Role, including:

(i) what type of advertising is to be conducted by the Contractor and/or the Customer, if any;

(ii) who is responsible for the costs of any advertising, and when those costs will be paid;

(iii) if the Customer gives its consent to the Contractor to allow the Contractor to refer to the Customer or use the trademarks or branding or otherwise disclose the Customer’s identity in any advertisement.  The Contractor must not refer to the Customer or use the trademarks or branding or otherwise disclose the Customer’s identity in any advertisement without such consent;

(e) the details of the:

(i) period of the Contractor Services; and

(ii) Price (e.g. whether the Price is calculated on an hourly or daily basis, and any minimum periods) and any expenses,
(f) if the Contractor is required to conduct any reference checks on short listed candidates.


	


Box 2 Contractor Obligations                   
	Details to be included from Module 6
	Order Details agreed by the Contractor and the Customer

	Contractor Services (clause 3.2)
	

	Specify if the Contractor does not have to meet any of the following obligations:

(g) use its best efforts to source and nominate IT Personnel that the Contractor believes are suitable for the Role;

(h) act as the liaison between the IT Personnel and the Customer to arrange interviews, meetings and other communications;

(i) use reasonable efforts (which may be met by obtaining written confirmation from the IT Personnel concerned) to verify for each IT Personnel that is put forward by the Contractor that:

(i) to the best of the Contractor’s knowledge, the IT Personnel has not been convicted of a crime which carries a jail term of more than 5 years, and which is not a spent conviction;

(ii) the IT Personnel is under no contractual or other restriction which might prohibit or inhibit their capacity to perform the Contractor Services;

(iii) the IT Personnel is lawfully entitled to provide the Contractor Services;

(iv) the IT Personnel, in the reasonable opinion of the Contractor, holds all necessary qualifications, skills and experience necessary to fill the Role;

(j) interview each potential IT Personnel and form a view as to the person’s suitability for the Role, such interview may be conducted by telephone.

If the Contractor is required to meet any Service Levels then Schedule 3 – Service Level Agreement must be completed. 


	


Box 3 Billable Hours and Expenses              
	Details to be included from Module 6
	Order Details agreed by the Contractor and the Customer

	Contractor Services (clause 3.5)
	

	Specify:

(k) the maximum daily billable hours of engagement of the IT Personnel for Contractor Services;
(l) whether there are any additional amounts to be paid in addition to the Price; and

(m) the extent to which any expenses incurred by the IT Personnel in the performance of the Contractor Services will be reimbursed by the Customer, including any expenses policy that must be complied with or approvals that must be obtained.


	


Box 4 Payment Period                    
	Details to be included from Module 6
	Order Details agreed by the Contractor and the Customer

	Payment and Expenses (clause 4.1)
	

	Specify the Payment Period if it is not two weeks. (Invoices may be sent at the end of each Payment Period).
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