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Date: 	[insert date]

[Organisation name]
of [Insert address of Organisation] 
(Organisation)

and

[Supplier name]
Australian Business Number: [insert]
of [Insert registered address]
(Supplier)
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Schedule 1 – Contract variables
	[bookmark: Sch1_item1]Item 1
	Commencement and expiry
(Clause 1)
	Commencement Date:
	

	
	
	Expiry Date:
	

	
	
	Extension period(s):
	

	Item 2
	Liquidated Damages
(Clause 8.3)
	|_| 	Liquidated damages are applicable
[Insert details of any liquidated damages payable by the Supplier for failure to meet an agreed date for performance of Services or delivery of Deliverables, including: 
The relevant date(s) when liquidated damages apply; and
The rate of liquidated damages payable by the Supplier per day.]
|_| 	Liquidated damages are not applicable

	Item 3
	Supplier's Key Personnel
	|_| 	Key Personnel are applicable
[Insert details of Supplier’s employees or contractors who will be engaged in the provision of the Services.]

	
	
	
	Name:
	Role:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	|_| 	Key Personnel are not applicable

	Item 4
	Price
(Clause 3)
	|_| 	A price review mechanism is applicable
[bookmark: Check1]|_| 	A price review mechanism is not applicable

	Item 5
	Invoicing 
(Clause 4)
	Invoice requirements:
· the [Suppliers] name and ABN;
· the Harness Racing Victoria’s ABN and address;
· the date of issue of the Tax Invoice;
· the Contract number (HML-2026-001);
· the total Fees payable (including GST);
· the GST amount shown separately; and
any other information notified to [Supplier] by Harness Racing Victoria as being required to be included.
Address for invoices:
All invoices must be sent to the following address: invoices@hrv.org.au

	Item 6
	Payment 
(Clause 12.2)
	Payment for Services is to be made in accordance with any of the following methods:
Electronic Transfer of Funds

	[bookmark: Sch1_item2]Item 7
	Parties’ Representatives
	Organisation’s Representative:

	
	
	Name:
	

	
	
	Title:
	

	
	
	Telephone:
	

	
	
	Mobile:
	

	
	
	Email:
	

	
	
	
Supplier's Representative:

	
	
	Name:
	

	
	
	Title:
	

	
	
	Telephone:
	

	
	
	Mobile:
	

	
	
	Email:
	[Delete this row if email notices not permitted.]

	[bookmark: Sch1_item6]Item 8
	Progress Report
(Clause 13.5)
	|_| 	Progress reports are required
[Insert requirements for progress reports, including the content of the reports, any formatting requirements and how often reports are to be submitted (eg per week / month / quarter).]
|_| Progress reports are not required

	[bookmark: Sch1_item7]Item 9
	Contract management review 
(Clause 13.6)
	|_| 	Contract management meetings are required
[Insert requirements for management meetings, including frequency, location, and whether required for Purchase Order Contracts as well as this Agreement.]
|_| 	Contract management meetings are not required

	Item 10
	Ownership of Contract Material
(Clause 21.1)
	[Tick to specify which party will own the IP in any Contract Materials developed by the Supplier. For more information on IP ownership, please see the Guidance Notes.]
|_| 	Supplier
|_| 	Organisation

	Item 11
	Ownership of Supplier's Pre-Existing Intellectual Property
(Clause21.2(a))
	[Tick to specify which party will own the IP in any Pre-existing Intellectual Property provided by the Supplier. The Organisation should only seek ownership of the Supplier's Pre-existing Intellectual Property in exceptional circumstances. For more information on IP ownership, please see the Guidance Notes.]
|_| 	Supplier
|_| 	Organisation

	Item 12
	Duration of licence 
(Clause 21.3(b))
	[Tick to specify the duration of the IP licences granted to the Organisation. If the licence is not perpetual, specify the duration (eg the Term). For more information on IP licences, please see the Guidance Notes.]
|_| 	Perpetual
|_| 	Other (please specify): 
|_| 	Not applicable [this option should only be selected if the Organisation owns the Contract Material (as indicated in Item 10 above) and the Supplier's Pre-Existing Intellectual Property (as indicated in Item 10 above).]

	Item 13
	Licence terms 
(Clause 21.3(c))
	|_| 	Additional licence terms are applicable
[Specify any additional licence terms that apply to the Supplier's IP beyond those specified in clause 21. These licence terms may expand or restrict the licence granted to the Organisation in clause 21.3 and should be carefully reviewed.]
|_| 	Additional licence terms are not applicable

	Item 14
	Moral Rights
(Clause 21.5)
	|_| 	The Supplier must obtain written consent from any person who Moral Rights may be affected.
[Required where specific contents are to be obtained from individuals.]

	Item 15
	Trust 
(Clause 25(m))
	|_| 	The Supplier is entering into this Agreement as a trustee 
[Tick above if the Supplier is entering into this Agreement as the trustee of a Trust. If this box is ticked, the definitions below must be completed.]
If ticked, the Supplier is entering into this Agreement on behalf of the Trust and the warranties in clause 25(m)are incorporated into this Agreement, where:
Trust means [specify]
Trust Deed means [specify]
|_| 	The Supplier is not entering into this Agreement as a trustee 

	[bookmark: Sch1_item8]Item 16
	Insurance
(Clause 26)
	[Tick one or more of the boxes below to specify the types and amount of insurance that the Supplier is required to obtain and maintain during the Term:]

	
	
	
	Type of coverage
	Amount (AUD)

	
	
	|_|
	Public liability insurance
	[insert] [per event/in the aggregate]

	
	
	|_|
	Product liability insurance
	[insert] [per event/in the aggregate]

	
	
	|_|
	Professional indemnity insurance
	[insert] [per event/in the aggregate]

	
	
	|_|
	Other (please specify):
	[insert] [per event/in the aggregate]

	
	
	Please specify below details of any conditions attaching to such insurance coverage (e.g. run‑off insurance)
[Insert, if applicable]
|_| 	Clause 26(d) is applicable to this Agreement 
[Tick above if the Organisation requires a right of approval over the terms of the Supplier's insurance policies and the identity of the Supplier's insurer.]
|_| 	Clause 26(d) is not applicable to this Agreement 

	Item 17
	Applicable Laws
(Clause 15.1)
	The Supplier must comply with all Laws, including any which may be listed here for information purposes due to their particular relevance to the Services:
[Specify any Laws of particular relevance with which the Supplier must comply as part of this Agreement, for example, Working with Children laws.]

	Item 18
	Local Jobs First (LJF) 
(Clause 15.5)
	|_| 	LJF is applicable to this Agreement 
[Tick above if LJF applies, eg, if the value of the procurement is more than $1m (regional) or $3m (metro / state-wide).]
If ticked, the LJF is applicable to this Agreement and the provisions of Schedule 4 are incorporated into this Agreement.
|_| 	LJF is not applicable to this Agreement 

	Item 19
	Notice particulars 
(Clause 19)
	Organisation:

	
	
	Addressee:
	

	
	
	Address:
	

	
	
	Email:
	

	
	
	Supplier:

	
	
	Addressee:
	

	
	
	Address:
	

	
	
	Email:
	

	[bookmark: Sch1_item10]Item 20
	Additional Items
(Clause 30.11)
	|_| 	Additional items form part of this Agreement
[Insert details of any additional documentation (including the Invitation and the Offer) that forms part of this Agreement.]
|_| 	No additional items form part of this Agreement
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Schedule 2 – Services and Price Schedule
	[bookmark: Sch2_item1]Item 1
	Services
	[Insert a description of the required Services that may be requested in a Purchase Order.]
or include the following:
[The Services are as described in the Invitation, the Offer and any other items or representation as listed in Item 20 of Schedule 1 subject to the order of precedence in clause 30.11.]

	Item 2
	Work program
	[Insert delivery dates or Milestones Dates to be achieved, noting that specific dates will be relevant to a Purchase Order Contract.]

	[bookmark: Sch2_item3]Item 3
	Price Schedule
	[Insert details of Rates and/or Fees including the Services to be provided. The Price Schedule should include: 
the GST exclusive price; 
the GST payable; and 
the total cost for the Services.]

	Item 4
	Expenses and Disbursements
	|_|	The Supplier may recover expenses and/or disbursements in relation to the Services
[Tick above if the Supplier may recover expenses and/or disbursements in relation to the Services.]
If the box above is ticked, the Supplier may recover expenses and/or disbursements in relation to the Services in accordance with the requirements in clauses 9(b) and 9(c).
|_|	The Supplier may not recover expenses and/or disbursements in relation to the Services

	Item 5
	Responsibility Chart
	|_| 	Responsibility Chart required
|_| 	No responsibility Chart required
If a Responsibility Chart is required, the following provisions apply:
The Supplier must submit the draft Responsibility Chart to the Organisation for acceptance within 20 Business Days of the Commencement Date (or such other period agreed between the parties in writing). 
Following the Organisation's receipt of the draft Responsibility Chart from the Supplier, the Organisation shall notify the Supplier in writing whether it: 
accepts the Responsibility Chart; or
rejects the Responsibility Chart, in which case the Organisation may specify the reasons for its rejection and request amendments to the Responsibility Chart which must be made before the Organisation will accept it.
Within five Business Days of the Organisation rejecting the draft Responsibility Chart under clause (b)(ii), the Supplier must submit a revised draft of the Responsibility Chart, incorporating the Organisation's requested modifications (if any), to the Organisation. 
The Organisation will respond to revised Responsibility Chart submitted by the Supplier under clause (c) in accordance with clause (b) and the process will continue until the Responsibility Chart is accepted by the Organisation pursuant to clause (b)(i). 
To assist with the management and successful implementation of the tasks and obligations contained in this Agreement, the parties agree to regularly review the Responsibility Chart throughout the Term.
If the Supplier is required to, or otherwise wishes to, update the Responsibility Chart following its acceptance by the Organisation, the Supplier must submit its proposed amendments to the Responsibility Chart to the Organisation and the process in clause (b) will apply.
Until a proposed amendment to the Responsibility Chart is accepted in writing by the Organisation, the original Responsibility Chart will remain in effect.
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Schedule 3 – Service Level Requirements
In providing the Services and otherwise performing its obligations under the Agreement, the Supplier must comply with the following Service Level Requirements:
[Insert Service Level Requirements, together with applicable measurement periods and categories (including performance scorecard measures, customer satisfaction surveys, etc.). See the Guidance Notes for further information on the Service Level Requirements.]
Optional:
If the Supplier fails to meet a Service Level Requirement, Service Credits will be payable as follows:
[If applicable, insert details of any reduction in the fees that will apply if the Supplier fails to meet a Service Level Requirement.]



[bookmark: _Toc403663325][bookmark: _Toc491692642][bookmark: _Toc491958558]
Schedule 4 – Local Jobs First Policy (LJF)
[If the LJF policy applies to this procurement, refer to the LJF 'Model RFT and Contract Clauses' document available at https://localjobsfirst.vic.gov.au/about-us/key-documentsfor the appropriate content for this schedule. 
Any attachments as set out in the LJF 'Model RFT and Contract Clauses' document should immediately follow the Schedule ahead of the Signing page.]
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Schedule 5 – Specifications

 
Executed as an Agreement
	Signed by [name] a duly authorised officer of [Organisation name] in the presence of:
	[image: ]
	

	
	
	

	Signature of Witness
	
	Name of Witness (print)

	

	Date



Where the Supplier is a company incorporated in Australia with more than one director:
	Executed by [Supplier name] ACN [insert ACN] acting by the following persons or, if the seal is affixed, witnessed by the following persons in accordance with s127 of the Corporations Act 2001 (Cth):
	
	

	
	
	

	Signature of Company Secretary/Director
	
	Signature of Director

	
	
	

	Name of Company Secretary/Director (print)
	
	Name of Director (print)

	

	Date



Where the Supplier is a company incorporated in Australia with a sole director:
	Executed by [Supplier name] ACN [insert ACN] acting by the following person or, if the seal is affixed, witnessed by the following person in accordance with s127 of the Corporations Act 2001 (Cth):
	
	

	
	
	

	Signature of Sole Director and Company Secretary
	
	Signature of Witness



	Name of Sole Director and Company Secretary (print)
	
	Name of Witness (print)

	

	Date



Where the Supplier is an individual: 
	Signed by [Supplier name] in the presence of:
	[image: ]
	

	
	
	

	Signature of Witness
	
	Name of Witness (print)

	

	Date



Where the Supplier is a corporate trustee: 
	Executed by [Supplier name] ACN [insert ACN] as a trustee of [insert name of trust] acting by the following persons or, if the seal is affixed, witnessed by the following persons in accordance with s127 of the Corporations Act 2001 (Cth):
	
	

	
	
	

	Signature of Company Secretary/Director
	
	Signature of Director

	
	
	

	Name of Company Secretary/Director (print)
	
	Name of Director (print)

	

	Date
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[The Form of Purchase Order below is included as an example only, and can be adapted or replaced as required]
PURCHASE ORDER
issued by
[Organisation Name](Organisation)
to
[Supplier name](Supplier)
under the agreement for the provision of services dated [insert date of Agreement] (Agreement)

	1. 
	Purchase Order number
	[Insert Purchase Order number]

	2. 
	Date of Purchase Order
	[Insert date]

	3. 
	Start Date
	[Insert date for start of provision of Services]

	4. 
	Completion Date
	[Insert date for completion of all Services]

	5. 
	Services
	[Describe which Services from Item 1 of Schedule 2 are to be provided.]

	6. 
	Deliverables
	[Describe any Deliverables to be provided as part of the Services]

	7. 
	Work program
	[Describe the applicable Milestones, and Milestone Dates by which those Milestones must be achieved. Describe the delivery dates required for Deliverables.]

	8. 
	Pricing
	[Insert details of the Rates and/or Fees for the Services to be provided, as contained in the Quote (and negotiated, if applicable). Include: 
the GST exclusive price; 
the GST payable; and 
the total cost for the Services.]

	9. 
	Key Personnel
	[Select which of the following applies in relation to this Purchase Order:]
|_| 	All Key Personnel listed in Item 3 of Schedule 1 of the Agreement are required for this Purchase Order.
|_| 	Key Personnel are not required for this Purchase Order.
|_| 	The following Key Personnel from the list in Item 3 of Schedule 1 of the Agreement are required for this Purchase Order:

	
	
	Name:
	Role:

	
	
	
	

	
	
	
	

	
	
	
	

	10. 
	Liquidated damages
	[Select which of the following applies in relation to this Purchase Order. Only select the first option if liquidated damages are applicable as set out in Item 2 of Schedule 1 of the Agreement. If they are not applicable, or are applicable under the Agreement but are not to be applied to the Services under this Purchase Order, select the second option.]
|_| 	Liquidated damages apply to the Purchase Order Contract in accordance with clause 8.3 of the Agreement (and as set out in Item 2 of Schedule 1 of the Agreement). 
|_| 	Liquidated damages do not apply to the Purchase Order Contract.

	11. 
	Invoicing requirements
	[Select which of the following applies in relation to this Purchase Order:]
|_| 	The invoicing requirements set out in Item 5 of Schedule 1 of the Agreement apply to this Purchase order.
|_| 	The following invoicing requirements apply in addition to, or instead of (as applicable), the invoicing requirements set out in Item 5 of Schedule 1 of the Agreement.
[Describe additional / alternative invoicing requirements.]

	12. 
	Notice requirements
	[Select which of the following applies in relation to this Purchase Order:]
|_| 	The notice particulars set out in Item 19 of Schedule 1 of the Agreement apply to this Purchase order.
|_| 	The following notice particulars apply in addition to, or instead of (as applicable), the notice particulars set out in Item 19 of Schedule 1 of the Agreement.
[Describe additional / alternative notice particulars.]

	13. 
	Other information
	[Describe any other information relevant to the provision of the Services under the Purchase Order Contract. Note that this information will not over-ride the terms and conditions of the Agreement.]
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