Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)
Consultants Contract
Name and Address of Consultant _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ 
Attention: Name of principle consultant 

Dear _ _ _ _ _ _ _ _ _ _ , 

The _ _ _ _ _ _ _ _ _ is prepared to accept your proposal to provide consultancy services in relation to the _ _ _ _ _ _ _ _ (Name of project) on the terms and conditions set out below and attached to this letter. 

Services 

That the following Consultancy be undertaken: Name of project.
The Consultancy Services to be provided are described in the documents annexed to this agreement and initialled by the parties for the purpose of identification. 

Time-frame

The Consultancy Services to be provided are to be completed within _ _ _ _ weeks and in accordance with the time frame in Schedule 1. 

Specified Personnel 

The Consultant should ensure that the following work, namely the consultancy, is undertaken by those persons specified in the submitted proposal. 

Fees 

The total fee payable by Health Board for the Consultancy Services is $_ _ _ _ _ + GST (10%).

Fees will be paid according to Schedule 1, provided there is evidence of satisfactory progress.

Invoice Procedure 

Invoices forwarded by the Consultant must be correctly addressed and shall include the following information: 

· Title of Consultancy Service

· Number and amount of payment due

· The Consultant’s ABN

· The Consultant’s banking details.

The _ _ _ _ _ _ _ _ _ Health Board 

The Health Board shall provide the following facilities free of charge to the Consultant for the performance of the Consultancy Service Contract: Describe facilities and any conditions.
Liaison Officer 

The Administrator (or delegate alternative) shall be the liaison officer with responsibility for supervision of the Contract on behalf of the Health Board and has authority to issue and receive any written notification on the Contract. 

Terms and Conditions of Consultancy 

The attached terms and conditions marked “Attachment A” and entitled “General Conditions for Consultancy Services” “Attachment B” and entitled “Project Description” and Schedule 1 shall form the contract. 

The Consultant shall provide a written monthly progress report to Health Board.

Acceptance 

A duplicate of the letter is enclosed with an endorsement that provides for notification of acceptance. If you agree to provide the Consultancy Services as set out in and attached to this letter your acceptance must be notified by signing, dating and returning the enclosed duplicate letter to the Health Board by _ _ _ _ _ _ _ (date). Receipt by the Health Board of acceptance in writing of these terms and conditions will constitute the entire agreement for the provision of the Consultancy Services. 

Yours sincerely, 

President

_ _ _ _ _ _ _ _ Health Board 

_ _ _ _ _ _ _ _HEALTH BOARD CONSULTANCY SERVICES CONTRACT

_ _ _ _ _ _ _ _ (the Consultant) agrees to provide the Consultancy Services described in the above letter in accordance with the terms and conditions set out in and attached to the letter . 

For and on behalf of _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ (Consultant) 

Witness

Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

 Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Position _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Name (print) _ _ _ _ _ _ _ _ _ _ _ _ _ 

Dated this day _ _ _ _ _ _ _ _ of _ _ _ _ _ _ _ _ 200_

ATTACHMENT A

General Conditions For Consultancy Services Interpretation 

1. In these Conditions: 

a. “ Health Board” means _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ (name of incorporated organisation)

b. “the Contract” means the Contract under which the Consultancy Services are to be provided to the Health Board including these general conditions 

c.  “the Consultancy Services” means the services to be performed under the Contract 

d.  “the Consultant” means the party who by the Contract undertakes to provide the Consultancy Services 

Words importing a gender include any other gender. Words in the singular number include the plural and words in the plural number include the singular.

Variation of Agreement 

2. No agreement or understanding that varies or extends the Contract (including in particular the scope of the Consultancy Services) and would result in an increase in the monies payable by, or other liability of the Health Board shall be legally binding upon either party unless in writing and signed by both parties. 

Contract Material 
3. The title to and ownership of intellectual property (including copyright) in all contract material shall vest upon its creation in the Health Board . 

On the expiration or earlier termination of the contract, the Consultant shall deliver to the Health Board all contract material. 

The Consultant shall ensure that the contract material is used, copied, supplied or reproduced only for the purposes of the contract. 

In this Condition, “contract material” means all material brought or required to be brought into existence as part of, or for the purpose of performing the Consultancy Services including, but not limited to, documents, equipment, information and data stored by any means. 

Disclosure of Information 

4. The Consultant, its employees or agents shall not disclose or make public any information or material acquired or produced in connection with or by the performance of the Consultancy Services without prior approval in writing of the Health Board. 

Conflict Of Interest 

5. The Consultant warrants that, at the date of entering into the contract, no conflict of interest exists or is likely to arise in the performance of its obligations under the contract. If, during the term of the Contract, a conflict or risk of conflict of interest arises, the Consultant undertakes to notify the Health Board immediately in writing of that conflict or risk. 

Security 
6. The Consultant shall, when using Health Board premises or facilities, comply with all security and office regulations (including Health Board’s smoke-free workplace policy) in effect at those premises or in regard to those facilities, as notified by Health Board. 

Negation of employment. Partnership and Agency 

7. The Consultant shall not represent itself, and shall ensure that its employees do not represent themselves, as being employees, partners or agents of the Health Board. 

The Consultant shall not by virtue of this contract be or for any purpose be deemed to be an employee, partner or agent of the Health Board. 

Termination Of Contract 

8. The Health Board may, by written notice, terminate or constrict the contract or any part of the contract and upon such notice being given the Consultant shall cease or reduce work according to the tenor of the notice and shall forthwith immediately do everything possible to mitigate consequential losses. 

In that event the Consultant may submit a claim for compensation and the Health Board shall pay to the Consultant such sums as are fair and reasonable in respect of any loss sustained by the Consultant in unavoidable consequence provided that: 

· the Consultant shall not be entitled to compensation for loss of prospective profits and 

· the Health Board shall not be liable to pay any sum which, in addition to any amounts paid or due or becoming due to the Consultant under the contract, would together exceed the full price of the Consultancy Services ordinarily payable under the contract. 

Default 
9. If the Consultant fails within 14 days after receipt of written notice, to remedy any default in performance of the following obligations, namely: 

· to commence or to proceed at the rate of progress strictly in accordance with the contract or 

· to perform or observe the terms and conditions of the contract, The Health Board may, by written notice, terminate the contract and recover from the Consultant any loss or damage suffered by the Health Board. 

Applicable Law 

10. The contract shall be governed by and construed in accordance with the law for the time being in force in Northern Territory . 

The Consultant shall ensure that the work done under the contract complies with the laws from time to time in force in the State or Territory in which the Consultancy Services, or any part thereof, are to be carried out. 

ATTACHMENT B

Name of Project _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Project Description_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Background Information _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Description _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Outputs required_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Project management _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Evaluation _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Time Line _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Schedule1 – Schedule of Payments

Payments are made in instalments which can be: a sum paid up front (say, 20%):

· on receipt of a report and/or some defined output being received – paid at a defined time in the project, say, 30% 

· on presentation of a draft report or other defined output/ product at a specified time, say, 30%.

· on presentation of the final product to satisfaction of the Health Board say, 20%.

All fees attract 10% GST. 

