Appendix Instructions for SSA-V

Appendix 1: Customer requirement specification
The Customer shall specify the maintenance services and service to be provided in accordance with the Agreement in this Appendix. Based on its purposes and needs, the Customer shall specify its requirements as a requirement specification. 
Section 1.1 of the Agreement: Scope of the Agreement
The Customer’s purpose for the procurement:

The Customer requirements to the deliverables:

Section 2.2 of the Agreement: Documentation of maintenance services
Documentation requirements that apply to maintenance services:

Section 2.3 of the Agreement: User support
Description of the user support:

(To be completed if the Agreement encompasses user support.)

User support shall be available at the following times:

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

Section 2.6 of the Agreement: Software patches
Installation of software patches:

(To be completed if the Contractor is responsible for the installation of software patches and any procedures.)

Section 2.7 of the Agreement: New versions
If new versions of the software specified in Appendix 3 are not included in the Agreement, then this shall be specified here. 

Documentation requirements that apply to new versions:

Section 4.3.1 of the Agreement: Duty of the Contractor to assist
In connection with preparation for entering into a new agreement, the Contractor shall at least provide the following information:

	No.
	Documentation

	
	


This list is not exhaustive.

Section 9.1 of the Agreement: Government requirements
External legal requirements that are relevant to the execution and performance of the Agreement:

(The requirements must be specified as requirements to the deliverables.)

	No.
	Requirement
	Reference to legal authority

	
	
	


Section 9.2 of the Agreement: Personal data
(To be completed only if personal data must be handled in connection with the delivery of the deliverables.)

Requirements that apply to the processing of personal data in connection with the deliverables:

Personal data may only be transferred to others for storage and processing in the following circumstances and in accordance with these requirements:

Information security requirements:

Section 9.3 of the Agreement: Electronic communication and processing requirements
(To be completed only if personal data must be handled in connection with the delivery of the deliverables.)

Electronic communication and processing requirements:

Requirements that apply to the security objectives and security strategy:

Section 9.4 of the Agreement: Security-classified materials
Handling requirements for security-classified materials:

Table of requirements

	Require-ment no.
	Description
	Priority
	Contractor’s reply (yes/no/reservations)

	
	
	
	

	
	
	
	


Appendix 2: Contractor solution specification 
The Contractor shall describe its solution based on the Customer requirement specification in this Appendix.  This can normally be accomplished by the Contractor responding to the Customer requirement specification item by item. The completion of this Appendix shall thus reflect Appendix 1.
Section 1.1 of the Agreement: Scope of the Agreement
Obvious errors, defects or ambiguities in the Customer requirement specification:

(If there are such obvious errors, defects or ambiguities in the Customer requirement specification, the Contractor shall point these out.)
Section 6.2 of the Agreement: Training
Special competency requirements that apply to the Customer:

Appendix 3: Customer’s technical platform 
The Customer shall describe here its existing technical platform that is relevant to the deliverables and specify the equipment and software that are subject to maintenance in accordance with this Agreement. This is only a description, and no requirements shall be submitted here. 

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.
General progress plan for the deliverables:

Section 2.1 of the Agreement: Establishment of maintenance services
The project plan (which is based on the general progress plan) with the specification of roles and responsibilities, as well as a progress plan with defined milestones:

Section 4.1 of the Agreement: Duration and termination
Description of the establishment phase:

Start-up day for ordinary maintenance:

(date)

Section 11.5.2 of the Agreement: Liquidated damages in the case of delay
Deadlines subject to liquidated damages:

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

Liquidated damage rates:

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

Periods for liquidated damages:

(To be completed if the parties agree on periods other than what is stipulated in the Agreement.)
Appendix 5: Service level with standardised price reductions
The time limit and compensation requirements with respect to the service level shall be specified here, or a Service Level Agreement (SLA) shall be attached This Appendix is used thus as a document for the management and follow-up of the deliverables. The requirements must, therefore, be measurable. Examples of services that can be covered by guaranteed performance levels are the uptime and response time for applications, response time for user support, restore of backup data, creation and blocking of users.
Appendix 6: Administrative provisions 
Section 1.7 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 2.3 of the Agreement: User support

Administrative routines for user support:

The following persons at the Customer may request user support:

(To be completed if the parties agree that only named persons may request user support.)

	Name
	Telephone
	E-mail

	
	
	

	
	
	


Section 2.4 of the Agreement: Notification of errors 
Procedures for the notification of errors:

The following persons at the Customer may report errors:

(To be completed if the parties agree that only named persons may report errors.)

	Name
	Telephone
	E-mail

	
	
	

	
	
	


Procedures for the repair of errors:

Section 2.6 of the Agreement: Software patches
Deadlines for the Customer’s installation of software patches:

Procedures for the Customer’s installation of software patches:

Section 5.2 of the Agreement: Requirements as to the resources and expertise of the Contractor
Contractor’s key personnel:

	Name
	Position
	Area of expertise

	
	
	

	
	
	


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 Contractor’s cooperation with third parties chosen by the Customer:

Section 5.6 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 6.4 of the Agreement: Use of a third party
Customer’s chosen third parties:

	Name
	Organisation no.
	Field

	
	
	

	
	
	


Section 16.3 of the Agreement: Independent expert
Independent expert chosen by the parties:

	Name
	Area of expertise

	
	


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.)

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 8.1 of the Agreement: Consideration
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.
Consideration for the deliverables specified in Appendix 2:

	Description
	Period
	NOK
	VAT
	Total

	
	
	
	
	

	
	
	
	
	


Hourly rates

	Description
	
	NOK
	VAT
	Total

	
	
	
	
	

	
	
	
	
	


Consideration for documentation for new versions (Section 2.7 of the Agreement):

	Description
	Number of copies
	NOK per copy
	VAT
	Total

	
	
	
	
	

	
	
	
	
	


Following outlays will be covered:

(To be completed if the parties agree that outlays shall be covered. What outlays are covered shall be specified here.)

Travel and subsistence costs shall be covered at the following rates:

(To be completed if the parties agree that the Government Travel Allowance Scale shall not be used.)

The following travel time can be invoiced:

(The basic rule is that travel time is not to be invoiced. Travel time may, therefore, only be invoiced if it has been agreed. To be completed if the parties agree that travel time can be invoiced. In this case it should be specified under what circumstances or what travel can be invoiced.)
Section 3.2 of the Agreement: Change estimate
Prices and terms for additional work:

Standard prices for the preparation of change estimates:

(To be completed if special consideration is agreed on for this.)

	Description
	
	NOK
	VAT
	Total

	
	
	
	
	

	
	
	
	
	


Section 5.4 of the Agreement: Cooperation with third parties
Consideration for the Contractor’s cooperation with third parties:

(To be completed if it is agreed that the Contractor is entitled to consideration for such assistance.)

	Description
	
	NOK
	VAT
	Total

	
	
	
	
	

	
	
	
	
	


Section 4.3.1 of the Agreement: Duty of the Contractor to assist
Prices for the purchase of equipment and software that have only been used for the Customer:

	Description
	Number of copies
	NOK per copy
	VAT
	Total

	
	
	
	
	

	
	
	
	
	


Section 4.2 of the Agreement: Cancellation
Agreed cancellation fee:

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

Section 8.3 of the Agreement: Invoicing
Payment plan:

Other payment terms:
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. 
Invoicing date:

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

Invoice address:

Invoices must be marked with

reference number ………………………

name ………………………………………

Section 8.5 of the Agreement: Price adjustment
Agreed price adjustment:

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

The hourly rate can be adjusted in accordance with the following index:

(To be completed if the parties agree on regulation based on an index other than Statistics Norway’s main index, for example, an industry wage index.)

Section 11.5.4 of the Agreement: Hourly liquidated damages
Deliverables subject to hourly liquidated damages:

(To be completed if the parties have agreed on hourly liquidated damages other than those stipulated in the Agreement.)

Rates for hourly liquidated damages:

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

Periods for hourly liquidated damages:

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

	
	
	
	

	
	
	
	

	
	
	
	


