[bookmark: _GoBack]PROFESSIONAL ADVISORY SERVICES PANEL

[Agency Name]
PAS ORDER
(Letter of Engagement)

PAS Order Number:			[Used as a reference for invoices]
Service Provider Name:			[Name of Firm and name of Relationship Manager]
Address of Service Provider:		[Address of Firm]
Purchaser:				[Agency Name and Business Unit]
Date:					[Date]

Estimate Required
Where the Service Provider has already provided an estimate of its Service Provider Fees (the amount that the Purchaser has been or may be charged by, or is or may become liable to pay to the Service Provider for the provision of the Services, including estimated disbursements and likely expenses but not including interest), this has been included in this PAS Order below.  
If the Service Provider has not provided an estimate, the Service Provider must either:
(a) 	in accordance with clause 6.3(c) of the PAS SPC, submit details of the Service Provider’s estimates and not proceed with the work until the Purchaser has confirmed it is acceptable; or
(b) 	submit details of the Service Provider’s estimates and commence providing the Services.

[Note: Purchaser to Delete which option is not applicable]

	1
	NATURE OF SERVICES REQUIRED

	1.1
	[Service Category Name and Project Title]

	1.2
	[Service Description and Purpose of the engagement]

	1.3
	[Engagement / Background]

	1.4
	[Services Required / Deliverables of the engagement] 

	1.5
	[Attachments – List of attachments to the PAS Order]

	1.6
	Service Category 
	Define the Service Category Area for the Services (eg Tax, Financial, Commercial)

	1.7
	Service sub Category
	The Service Category that the matter substantially involves (eg CA-1)



	2.
	DELIVERY TIMEFRAME

	2.1
	Date Services commence:
	[Commencement date]

	2.2
	Date for completion of Services:
	[Completion date]



	3.
	 SERVICE PROVIDER FEES & INVOICING

	3.1
	Fixed fee:

	[Set out fixed fee if already agreed with Service Provider, otherwise “Not Applicable”]
[Method of  payment] [Set out requirements- such as alignment of fees to deliverables key milestones etc.]


	3.2
	Maximum fee:
(if applicable)
	[Set out maximum fee if already agreed with Service Provider, otherwise “Not Applicable”]

	3.3
	Estimate:
(If applicable)
	[Set out amount of Estimate if already provided by Service Provider, otherwise “To be provided”]

	3.4
	Quote:
(if applicable)
	[Set out amount of Quote if Service Provider has quoted for the matter, otherwise “Not Applicable”]

	3.5
	Nature of expenses/disbursements authorised by Purchaser (if any):
	[Set out details of expenses/disbursements authorised by Purchaser of these, otherwise “Not Applicable”]

	3.7
	Cap on expenses/disbursements:
	[Set out cap on expenses or disbursements if already agreed with the Service Provider, otherwise “Not Applicable”]

	3.8
	Invoicing Requirements:
	All invoices are to be addressed to:

[Provide Name, address and contact details]
[Method of payment]
[Set out any other requirements- including frequency of invoices.  Standard requirement is to be invoiced monthly or at conclusion of the matter if earlier  unless otherwise advised]

	3.9
	Additional Invoicing Information (if any):
	[Set out information, otherwise “Not Applicable”]



	4.
	KEY PERSONNEL 

	4.1
	Key Personnel:
	[Names of Key Personnel]
[other requirements for the provision of the Services]



	5.
	SPECIAL CONDITIONS

	5.1
	Special Conditions (if any):
	[Set out Special Conditions, otherwise “Not Applicable”]



	6.
	PURCHASER’S CONTRACT MANAGER

	6.1
	Purchaser’s Contract Manager:

	[Set out name and title of the Purchaser Contract Manager who is responsible for the management of the PAS Contract including providing instructions in relation to the services required]



	7.
	DATA

	7.1
	Data:

	[Insert details of any data, datasets or databases which it is known the Service Provider will create in the course of providing the Services]



	8. 
	PANEL AGREEMENT CONDITIONS APPLY

	8.1
	This PAS Order between the parties concerning this matter are governed by the terms and conditions of the Agreement for the provision of Professional Advisory Services (the Panel Agreement) executed by the State of Victoria and the Service Provider, including without limitation the Rates specified in the Panel Agreement.  Where there is any inconsistency between the provisions of this PAS Order between the parties concerning this matter and the terms of the Panel Agreement, the terms of the Panel Agreement will prevail to the extent of that inconsistency.
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Acknowledgement
	Signed on behalf of the Purchaser by:
	

	Date:
	

	Signature:
	

	
	

	Name:
	[Set out full name]

	
	

	Position:
	[Set out position title]




Acknowledgement
The Service Provider has no actual, potential, perceived or apparent Conflict of Interest as defined in the Panel Agreement in providing the services requested.
	Signed on behalf of the Service Provider by:
	

	Date:
	

	Signature:
	

	
	

	Name:
	[Set out full name]

	
	

	Position:
	[Set out position title]



Please complete and e-mail to: [specify email address] quoting the corresponding PAS Order number.

