SSA-T, Appendix Instructions

Appendix 1: Customer requirement specification
The Customer shall specify the equipment, software and/or other services and items (the “deliverables”) that are to be procured in accordance with the Agreement in this Appendix.   Based on its purposes and needs, the Customer shall specify its requirements to the deliverables as a requirement specification.  
This Appendix should be formulated so that it is easy for the Contractor to respond with solution specifications.  The requirement specification may consist of both a written description of the purposes, needs and requirements, as well as a table of requirements.
The items below are for guidance purposes only, and they indicate what provisions in the Agreement make specific reference to Appendix 1.  It will be necessary to create a requirement specification that is much more comprehensive.
Section 1.1 of the Agreement: Scope of the Agreement

The Customer’s purpose for the deliverables:

The Customer requirements to the deliverables:

General table of requirements:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(To be formulated based on the purposes and needs.  To be specified as requirements to the deliverables.)
Instructions:

The following sections in the Agreement make reference to Appendix 1. The Customer itself must evaluate what items are relevant to include in the requirement specification.  The relevant requirements must be included in the general table of requirements (above).   The items that are not relevant to the parties may be omitted.
When the table of requirements has been completed, all the text in Appendix 1 below the general table of requirements should be deleted, so that Appendix 1 consists solely of a completed general table of requirements.  The instructional text at the top of the document (marked by italics) should also be deleted. 
The items below will be supplementary with respect to the requirements that apply to the deliverables, and they refer only to certain matters that are mentioned specifically in the Agreement.

Section 2.3.3 of the Agreement: Development tools – development method

The Customer requirements to the development environment or method:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


(To be completed if the Customer has special requirements in this area.)

Section 2.3.5 of the Agreement: Preparation of documentation

Customer’s documentation requirements beyond the minimum requirements in the Agreement:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


(Documentation requirements other than what is stipulated in the Agreement may be specified here, such as the format, number of copies, language, etc.)

Section 2.3.6 of the Agreement: Training

Requirements to the training of personnel:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


Section 2.3.9 of the Agreement: Conversion

Requirements to the conversion of data:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


Separate conversion programmes must be developed for the extraction or reading of data:

(To be completed if such programmes are to be developed.)
Section 4.2 of the Agreement: Performance level

Performance level during the warranty period:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


(To be completed if a maintenance agreement has not been established.)

Section 9.1 of the Agreement: General provisions on external legal requirements and measures

Legal or party-specific requirements that are relevant to the execution and performance of the Agreement:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


Section 9.2 of the Agreement: Personal data

Customer’s requirements to the processing of personal data:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


(To be completed if this is relevant to the Agreement.)

Regulation of relevant measures:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


(Measures pursuant to laws and regulations)

Section 9.3 of the Agreement:

Electronic communication or processing requirements:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


(To be completed if the Customer has electronic communication requirements.)

Section 9.4 of the Agreement: Security-classified materials

Handling requirements for security-classified materials:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


 (To be completed if this is relevant to the Agreement.)
Section 10.6 of the Agreement: Contractor’s tools and methodological basis

Regulation of rights to tools and methods:

	Requirement no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	


(To be completed if the parties want to depart from the Agreement’s point of departure.)

Appendix 2: Contractor solution specification 
The Contractor shall describe its solution (Contractor solution specification) based on the Customer requirement specification in the Appendix.   This can be accomplished by using the general table of requirements in Appendix 1 that the Customer has completed as a basis.  In addition, the relevant items below must be completed. 
Section 1.1 of the Agreement: Scope of the Agreement

Need to upgrade the Customer’s technical platform:

(To be completed if upgrading is necessary.)

Obvious errors, defects or ambiguities in the Customer requirement specification:

(To be completed if they exist.)

Probable consequences as a result of the Contractor’s customisations:

(Complexity and price of future maintenance of standard system and customisation.)

Section 2.3.2 of the Agreement: Interaction with equipment and other software

Upgrading the technical platform:

(To be completed with any upgrades that are necessary.)

Section 2.3.3 of the Agreement: Development tools – development method
Description of the development methods, development tools and development environment:

Section 6.1 of the Agreement: Responsibilities of and contributions by the Customer

Responsible for upgrading the technical platform: 

(To be completed if the technical platform must be upgraded, and the Customer is not to be responsible for upgrading the platform.)

Section 10.7.1 of the Agreement: Free software in general

Free software used in the deliverables:

	Name of the free software
	Free software licence

	
	

	
	


Copy of the licence terms that apply to the free software in question (to be attached). 
Section 10.7.4 of the Agreement: Effects of distributing free software to others 

Other parts of the deliverables that will be encompassed by the terms of a free software licence:

Section 10.7.5 of the Agreement: Contractor’s responsibility for defects in title to free software

The Contractor’s assessment of the free software that has been used:

Section 10.7.6 of the Agreement: Liability of the Customer if it requires the use of free software 

Free software that the Customer requires be used that is unsuited to satisfying the Customer’s requirements:

Free software that the Customer requires be used that infringes on or is claimed to infringe on third party intellectual property rights:

Appendix 3: Customer’s technical platform 
The Customer shall describe its existing technical platform that is relevant to the deliverables here.  This is only a description, and no requirements shall be submitted.
Appendix 4: Project and progress plan 
The project and progress plan for the deliverables is to be included here.  Provisions that refer to deadlines or amendments to this Appendix are listed below.
Section 2.1.1 of the Agreement: Project and progress plan 

General project and progress plan:

Section 2.2.1 of the Agreement: Preparation of detailed specification

Routines and guidelines for the preparation of detailed specification:

Section 2.2.2 of the Agreement: Delivery and approval of the detailed specification

Deadline for approval of the detailed specification and a complete project plan:

Deadline for submission of a final version of the general and functional specifications, as well as such parts of the detailed technical specification as concern screen layout and report layout, and the description of the interface with other software:

Other deadlines:

Section 2.3.5 of the Agreement: Documentation

Deadlines for the submission of documentation:

Section 2.3.6 of the Agreement: Training

Training schedule:

Training is to take place at (location):

(To be completed if the Agreement’s point of departure that training is to take place at the Customer’s premises is to be departed from.)

Section 2.3.7 of the Agreement: Installation preparation

Customer’s deadline for satisfying the technical platform requirements:

(To be completed if equipment and/or the technical platform are not included in the delivery.)

The Contractor shall inspect the Customer’s technical platform: 

(Yes/No)
Start date for installation:

(Date)

Section 2.3.8 of the Agreement: Installation and testing of the customisation – Installation date

Customisation installation:

	Responsible
	Place
	Date

	
	
	

	
	
	


Section 2.3.9 of the Agreement: Conversion

Deadlines for the approval of conversion: 
Section 2.4.1 of the Agreement: Plan for the Customer acceptance test

Deadline for the preparation of underlying documentation for the acceptance test plan:

Other deadlines for the acceptance test plan:

 (To be completed if the parties agree on deadlines other than those stipulated in the Agreement.)

Section 2.4.2 of the Agreement: Definition of error levels

The following error definitions shall apply:

(To be completed if the parties agree on definitions other than those stipulated in the Agreement.)

Section 2.4.4 of the Agreement: Performance of the Customer acceptance test

Start date for the Customer acceptance test:

Date for completion of the Customer acceptance test: 

Section 2.4.6 of the Agreement: Commissioning

Deadline for putting the customised system into regular operation:

Section 6.1 of the Agreement: Responsibilities of and contributions by the Customer

Deadlines for the Customer’s contributions to the delivery of the deliverables:

Section 11.5.2 of the Agreement: Liquidated damages in the case of delay

Deadlines other than those stipulated in the Agreement that are subject to liquidated damages:

Other rates for liquidated damages:

(To be completed if the parties agree on periods other than what is stipulated in the Agreement.)

Period:

(To be completed if the parties agree on periods other than what is stipulated in the Agreement.)
Appendix 5: Testing and approval 
The testing and approval procedures, including the test criteria, routines, etc., shall be described here. The sections in the Agreement that make reference to this Appendix are listed below.
Section 2.3.8 of the Agreement: Installation and testing of the customisation – Installation date

Detailed specification of the Contractor’s testing:

Section 2.3.9 of the Agreement: Conversion

Provisions concerning approval:

Section 2.4.3 of the Agreement: Scope of the acceptance test

The Customer’s acceptance test shall include the following tests:

(To be completed if the parties agree on tests other than those stipulated in the Agreement.)

Section 2.4.4 of the Agreement: Performance of the Customer acceptance test

Performance of the Customer acceptance test:

Section 2.4.6 of the Agreement: Commissioning

Duties of the parties in connection with commissioning:

Section 2.5.1 of the Agreement: Duration

Duration of the approval period:

(To be completed if a duration other than the duration stipulated in the Agreement has been agreed on.)

Section 2.5.2 of the Agreement: Duty to check on the part of the Customer

Specification of the content of the approval period with detailed specification of the checks to be performed by the Customer:

Section 2.5.3 of the Agreement: Error handling

Procedures for the notification of errors:

Deadlines for the repair of errors:
(To be completed if the parties have agreed on deadlines other than those stipulated in the Agreement.)
Appendix 6: Administrative provisions 
This Appendix is used to list all of the routines for the contractual relationship and cooperation between the parties.

Section 1.6 of the Agreement: Representatives of the parties

Authorised representatives of the parties:

For the Customer:



For the Contractor: 
Name:




Name:

Position:



Position:

Telephone:



Telephone:

E-mail:




E-mail:

Procedures and notice periods for the replacement of authorised representatives:

Section 2.1.2 of the Agreement: Project organisation

Description of the project organisation:

Description of the mandate:

Definition of roles, responsibilities and authority:

Management documents:

Reporting routines:

Meetings and frequency of meetings:

Section 2.1.3 of the Agreement: Project documentation

Specification of project documentation:  

Routines for the registration and follow-up of non-conformance, additions and agreed amendments: 
Routines for the submission of status reports:

Section 2.1.4 of the Agreement: Quality assurance – Audit

Description of the work and quality assurance methods:  

Detailed procedures and notification rules in connection with quality audits and development work:

(To be completed if the parties want to regulate the associated procedures.)

Section 5.2 of the Agreement: Requirements as to the resources and expertise of the Contractor

Contractor’s project manager:

Contractor’s key personnel:

	Name:
	Position:
	Telephone:
	E-mail:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 5.3 of the Agreement: Use of subcontractors

Contractor’s approved subcontractors:

	Name:
	Organisation no.:
	Delivery area

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section 5.4 of the Agreement: Cooperation with third parties

Scope of the Assistance:

Agreed consideration:

(To be completed if special consideration has been agreed on for cooperation with third parties.)
Section 5.5 Wages and working conditions 

Relevant collective wage agreement(s) and declaration of conformity: 

(Identify applicable generalised collective wage agreement or relevant nationwide collective wage agreement, plus Contractor's own declaration/a third party declaration showing conformity between relevant collective wage agreement and actual wages and working conditions.)

Section 6.2 of the Agreement: Use of a third party

Customer’s chosen third parties:

	Name:
	Organisation no.:
	Field:

	
	
	

	
	
	

	
	
	


(Third parties engaged to assist the Customer in connection with its duties under the Agreement.)

Section 7.1 of the Agreement: Meetings

Notice required for calling meetings:

(To be completed if the parties agree on a notice period other than that stipulated in the Agreement.)

Routines for holding meetings:

(These routines can, for example, specify who shall attend meetings, where the meetings are to be held, requirements concerning the minutes, frequency, etc.

Section 16.3 of the Agreement: Independent expert

Independent expert chosen by the parties:
	Name:
	Area of expertise:

	
	


Appendix 7: Total price and pricing provisions
All prices and the detailed terms governing the consideration to be paid by the Customer for the deliverables provided by the Contractor are set out in Appendix 7.   All of the prices and the combined final consideration shall be stated here.  Any special payment schemes, discounts, advances, payments on account or deviant payment dates shall also be stated as part of the basis for the total price.
If the parties agree on anything that is not stipulated in the Agreement concerning consideration, then this shall be specified in this Appendix.

Section 8 of the Agreement: Consideration and payment terms

As a point of departure, the prices shall be listed in Norwegian krone (NOK) exclusive of value-added tax.  Any other listing of prices shall be specified separately.  It must be listed whether the price is per unit or per month, year, agreement period, etc.  The tables should be adapted to the price structure for the deliverables.
Consideration for the deliverables specified in Appendix 2:
	Deliverable:
	Terms:
	NOK
	VAT
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Hourly rates:

(For example, hourly rate for remedying defects in the free software, cf. Section 10.7.6.)
	Description:
	NOK
	VAT
	Total

	
	
	
	

	
	
	
	

	
	
	
	


Other unit prices:

(For example, prices for the publication of documentation, cf. Section 10.4.1.)
	Description:
	NOK
	VAT
	Total

	
	
	
	

	
	
	
	

	
	
	
	


Rates for travel and subsistence costs:

(To be completed if the parties agree on rates other than the Government Travel Allowance Scale.)

	Description:
	NOK
	VAT
	Total

	
	
	
	

	
	
	
	

	
	
	
	


Rates and routines for the invoicing of travel time:

(To be completed if the parties want to regulate this.)

	Description:
	NOK
	VAT
	Total

	
	
	
	

	
	
	
	

	
	
	
	


Section 8.2 of the Agreement: Invoicing

Payment plan:

Other payment terms:

Invoicing date:
(To be completed if the parties agree on periods other than what is stipulated in the Agreement.)

Terms for implementation of Electronic Trading Format (EHF): 

The submitting of electronic invoices is to be done by ways/methods of communication as whenever decided by the Norwegian Government Agency for Financial Management (DFØ).  

The Contractor shall be noticed 6 months prior to any necessary change in such ways/methods of communication. 
Invoice address:

Invoices must be marked with:

Reference number:

Name:

Section 8.5 of the Agreement: Price adjustments
The following index shall be used for the adjustment of hourly rates:

(To be completed if the parties want an index other than Statistics Norway’s main index to regulate this.)

Any other provisions concerning price adjustments:

Section 2.6.1 of the Agreement: Cancellation in connection with the Specification Phase

Cancellation fee in connection with the Specification Phase:

(To be completed if the parties have agreed on a cancellation fee other than the fee stipulated in the Agreement.)

Section 2.6.2 of the Agreement: Cancellation after the Specification Phase

Cancellation fee for cancellation after the Specification Phase:

(To be completed if the parties have agreed on a cancellation fee other than the fee stipulated in the Agreement.)

Section 3.2 of the Agreement: Change estimate

Prices and terms for additional work:

Standard prices for the preparation of change estimates:

Section 10.1 of the Agreement: Right of ownership to equipment, etc.

Provisions concerning purchase money security interests:

(To be completed if this is relevant to the parties.)

Section 10.2.1 of the Agreement: Limited right of disposal
Right of disposal of standard software: 
(Any prerequisites or limitations with respect, for example, to the number of users or location/equipment for exercising the right of disposal are to be included here.)

	Description/name
	Prerequisites/Limitations
	NOK
	VAT
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section 10.5.2 of the Agreement: Duration of the right of disposal

Duration of the right of disposal:

Detailed provisions concerning consideration for the right of disposal:

Appendix 8: Changes to the general contractual wording
Changes to the general contractual wording shall be set out in Appendix 8, unless the general contractual wording refers such changes to a different Appendix. 

It is possible to make changes to all the sections in the Agreement, even where there is no clear reference to the fact that changes can be agreed on.  Changes to the contractual wording shall be stated here, so that the wording of the general contractual wording remains unchanged.  It must be stated clearly and unequivocally which clause or clauses in the Agreement have been changed.
The Contractor should, however, be aware of the fact that reservations or changes to the Agreement in connection with the submission of a tender may result in rejection of the tender by the Customer.

	Section
	To be replaced with

	
	

	
	

	
	


Appendix 9: Changes subsequent to the conclusion of the Agreement 
Changes to the deliverables subsequent to the conclusion of the Agreement shall follow the procedures in Section 3.  The Contractor shall maintain an ongoing catalogue of the changes that make up this Appendix.
	No.
	Date
	Change concerns:
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