PURCHASE REQUEST - ORDER FORM
CUA HRS2015: HUMAN RESOURCE AND INVESTIGATION SERVICES 

BUYING PROCESS: 

	Step 1
	Public Authority or approved user (Customer) completes PART A

	Step 2
	Customer sends the Purchase Request Form to Contractor(s) depending on the value of work (refer to the Buyers Guide for Buying Rules under this CUA)

	Step 3
	Contractor completes PART B and returns to the Customer

	Step 4
	Customer confirms or declines Contractor(s) offer.


PART A:
REQUEST TO CONTRACTOR

This request is called under Common Use Arrangement HRS2015 for Human Resource and Investigation Services.  
Please respond to the scope of requirements below and respond prior to:

TIME:




DATE:





  
	CUSTOMER DETAILS

	Name of Public Authority:
	 
	ABN:
	 

	Section / Division:
	 

	Contact person and title: 
	 

	Contact details:
	Phone:
	 

	
	Fax:
	 

	
	Email:
	 

	Category: (Please Tick)
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Category 1 – Job Design and Classification

 
Category 2 – Recruitment Management

 
Category 3 – HR Investigations


	DESCRIPTION / SCOPE & PRICING REQUIREMENTS (Attach further details if required).

	(Headers may include: Introduction, Scope of requirements, Progress Meetings, Timeline, Deliverables, Experience Required) 

Please provide your best and final offer. 




	GENERAL REQUIREMENTS OF CUSTOMER

	Written Response addressing Scope required (Y/N) :
	
	Consultants CV required (Y/N) :
	

	Estimated start date:
	
	Estimated finish date:
	


PART B:
RESPONSE FROM CONTRACTOR

Consultant(s) engaged in project:

	CONSULTANT(S)
	

	Name of Nominated Consultant
	Years of Experience
	Hourly Rate

GST Exclusive
	GST Amount
	Hourly Rate

GST Inclusive
	Number of Hours 

	
	
	 
	 
	 
	

	
	
	 
	 
	 
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	ADDITIONAL COSTS inc GST (Attach further details if required).As per CUA price schedule (discounts may be provided)

	


	TOTAL COST inc GST (Attach further details if required).

	


	CONTRACTORS CONTACT DETAILS

	Name of Contractor:
	 

	ACN
	

	ABN
	

	Address
	

	Contact Person and Position:
	 

	Phone:
	
	Fax:
	
	Email:
	 


I (the Contractor) certify that the above prices and information are in accordance with the terms, conditions and pricing of CUA HRS2015 Human Resource and Investigation Services.

SIGNED:___________

     NAME: ____________

   DATE:___________


