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[bookmark: _GoBack]REQUESTING STAFFING SERVICES 
under
Agreement for the Provision of Staffing Services: SS-01-2015

	Date

	

	Purchaser

	

	Purchaser contact details:


	Name

	

	Position

	

	Phone

	

	Email

	

	Address

	

	Master Vendor 

	

	Services

	Refer to Schedule



Introduction
A. The Purchaser is a purchaser named in the Agreement for the Provision of Staffing Services between the State of Victoria, through the Department of Treasury and Finance (Lead Department) and the Master vendor dated 1 Janaury 2016 (Agreement).
B. This is the Request for Staffing Services referred to in clause 8.1 of the Agreement. 

Interpretation
Unless otherwise stated, terms used in this Staffing Services Order have the same meaning as ascribed to them in the Agreement.

Requesting Staffing Services
1. The Purchaser requires the Staffing Service described in the Schedule.

2. The Master Vendor is requested to provide the Purchaser, by [insert date], a Quote in relation to the Staffing Services escribed in 1, specifying:

(A) details of suitable candidates for the relevant Staffing Services and how they meet the key selection criteria outlined in the Schedule;

(B) where suitable candidates are not immediately available, details of the process by which suitable candidates will be identified (including details of how the Master Vendor will advertise for relevant candidates, the criteria by which potential candidates will be assessed, the method by which interviews of potential candidates will be conducted and the estimated timing for identifying suitable candidates); and

(C) the total amount payable by the Purchaser for the provision of the required Staffing Services and a break down of the Fees comprising that amount.

Acceptance of Quote
If a Purchaser accepts a Quote provided by the Master Vendor in response to this Request fro Staffing Services the Purchaser will issue a Staffing Services Order in relation to the required Staffing Services under clause 8.1 of the Agreement.




………………………………………………………………………………….
	Authorised Representative
	

	Name:  
	

	Position:
	

	Phone:
	

	Email:
	





Schedule
[detail the Staffing Services required by the Purchaser, together with any applicable deadlines or milestones relevant to the performance of the relevant Staffing Services]
For your reference a suggested schedule for your request for quote.
	Section A: Hiring Manager Details 

	Name 
	 

	Position Title
	 

	Deaprtment / Agency
	

	Division
	

	Group
	

	Business Unit
	

	Phone Number
	 

	Email Address
	 

	Cost Centre
	 

	Who will process the timesheet/Master Vendor invoice?
	



	Section B: Request for On-Hire Worker

	Staffing Services Service Category
	

	Is this an on-hire, permanent or payroll services engagement?
	

	Position Title
	 

	Position Description Attached 
	

	Are formal qualifications mandatory for this role?
	 

	Key Selection Criteria*
	 

	Length of Engagement
days/weeks/months/unknown
	 

	Required Start Date
	

	If this is an Urgent Request, please advise preferred starting date:
	

	Location of job role

	

	How many hours per day/week are estimated (i.e. - 7.6 hours per day/38 hours per week)?

	

	Will overtime be necessary?

	

	Will travel outside the location be required?  

	



	Additional Comments 
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