SSA-K Appendix Instructions


Appendix 1: Customer requirement specification
Based on its purposes and needs, the Customer shall specify its requirements to the deliverables as a requirement specification in this Appendix. The Appendix should be modeled in a way that makes it simple for the Contractor to reply with its solution specification.  
The requirement specification can contain a written specification of the purpose, needs and demands, and/or a table of requirements.
The text below is for guidance purposes only, and points out which sections in the agreement that specifically refers to Appendix 1.  It is however, necessary to create a more comprehensive and complete requirement specification suited to the Customer’s needs.

Section 1.1: Scope of the agreement

The Customer’s purpose for the procurement:

(The purpose should be expressed as requirements to the deliverables)

The Customer requirements to the deliverables:

Section 2.1.1: Documentation, disclosure obligation, etc.

Documentation requirements:

(E.g. format, language, number of copies etc.)

Section 2.1.2: Training

Requirements related to training of the Customer’s personnel: 

Section 4.2: Performance level

Performance level during the warranty period:

(To be filled out if no maintenance and service agreement has been established or if the parties for other reasons desire a different performance level).
Chapter 9: External legal requirements, data protection and security

Legal requirements or requirements contained in general regulatory frameworks, with relevance to the formation and implementation of the agreement:
(The Customer is responsible for specifying any relevant requirement that is applicable to the deliverables)
Table of requirements:

	Requirement no.
	Description
	Priority
	The Contractors reply (Y/N/reservation)

	
	
	
	

	
	
	
	


Appendix 2: Contractor solution specification
The purpose of this Appendix is for the Contractor to present its solution, by replying to the Customer requirements set forth in Appendix 1.

Section 1.1 Scope of the Agreement

Technical platform upgrade: 
(If an upgrade of the Customer’s technical platform is necessary to utilize the deliverables, the Contractor shall specify the details here)

Obvious errors, defects or ambiguities in the Customer requirement specification:
(If the Contractor is of the impression that there are obvious errors, defects or ambiguities in the Customers requirement specification, the Contractor bring it to the Customer’s attention)

Section 6.1: The responsibilities and contributions of the Customer
Requirements for Customer contribution:
Section 10.5: Free software

Free software used in connection with the deliverables:

	Name of the free software
	Free software license:

	
	

	
	


A copy of the license terms governing the relevant free software shall be attached.

Contractor’s review of its assessment of whether the free software can infringe rights of third parties:
Effects of distributing free software to others:
Appendix 3: Customer technical platform

The Customer shall describe in Appendix 3 its technical platform relevant for the deliverables. This is a description only, and no requirements are to be set forth.

Appendix 4: Project and progress plan
This Appendix describes the project and progress plan.  The relevant sections in the agreement that refers to this Appendix are listed below.

Section 2.1.1: Documentation, disclosure obligation, etc.
Deadline for delivery of documentation for equipment and standard software:

(Date)

Section 2.1.5: Time limit for installation preparation, and the Contractor’s final inspection

Deadline for installation preparation: 

(Date) 

The Contractor shall have no duty to carry out a final inspection as to whether physical and/or technical conditions to the Customer’s platforms are such that it is ready for the Contractor to commence installation:
(Please confirm if the parties have agreed that such inspection is not relevant to the delivery)

Agreed installation commencement date:
(Date)

Section 2.2.1: Plan for the Customer acceptance test
Time limit for the submission of a draft acceptance test plan:

(Date)

Other time limits related to the acceptance test plan:

(To be provided if the parties agree on other time limits than the ones stated in section 2.2.1)

Section 2.2.2: Definition of error levels

Definition of errors:

(To be provided if the parties agree on different definitions of errors than those stated in section 2.2.2)

Section 2.2.4: Performance of the Customer acceptance test

Commencement date for the acceptance test:
Completion date for the acceptance test:

Section 2.2.6: Commissioning

Deadline for software and/or equipment to be put into regular operation:

(Date)
The duties of the parties in connection with commissioning:
Section 6.1: The responsibilities and contributions of the customer

Deadlines for Customer contribution to the delivery of the deliverables:

Section 11.5.2: Liquidated damages in case of delay

Time limits related to liquidated damages:

(If the parties agree on other time limits than the ones stated in the agreement)

Other rates for liquidated damages:

(If the parties agree on other time limits than the ones stated in the agreement)

Other periods for liquidated damages:

(If the parties agree on other time limits than the ones stated in the agreement)

Appendix 5: Testing and approval

This Appendix contains procedures for testing and approval, where test criteria, routines etc. are described.  The list below shows the sections in the agreement that refers to Appendix 5.
Section 2.2.3: Scope of the acceptance test

The Customer acceptance test shall comprise the following tests:

(To be filled out if the parties agree on tests that differs from the agreement)

Section 2.2.4: Performance of the Customer acceptance test

Description of the Customer acceptance test:

Section 2.3.1: Duration

Duration of the approval period:
(To be filled out if the parties agree on a different duration than 3 months as stated in the agreement)
Section 2.3.2: Duty to check on the part of the Customer

A detailed specification of the content of the approval period, with a specific description of the checks to be carried out by the Customer:

Section 2.3.3: Error-handling

Notification procedures for error-handling:

Deadline for repairing errors:
(To be filled in if the parties agree on a different deadline than at the end of the approval period)

Appendix 6: Administrative provisions
Appendix 6 is used to gather administrative routines.
Section 1.6: The representatives of the parties

Authorized representative:

	On behalf of the Customer:

Name:

Position:

Phone no.:

E-mail: 
	On behalf of the Contractor:

Name:

Position:

Phone no.:

E-mail:




Procedures and notice periods for any replacement of the representatives:
Section 5.2: Requirements relating to the resources and expertise of the contractor
The Contractor’s project manager:
	Name:
	Position:
	Phone no.:
	E-mail:

	
	
	
	

	
	
	
	


The Contractor’s key personnel:
	Name
	Position
	Scope

	
	
	

	
	
	


Section 5.3: Use of subcontractors

Approved subcontractors: 
	Name
	Business Register Number
	Field of work

	
	
	

	
	
	


Section 5.4 Cooperation with third parties

The scope of the Contractor’s cooperation with third parties chosen by the Customer:
Agreed compensation:

(To be filled out if the parties have agreed on a specific compensation 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 Use of third parties

The Customer’s appointed third parties

	Name
	Business Registration Number
	Field of work

	
	
	

	
	
	


Section 16.3 Independent expert

Independent expert appointed by the parties:

	Name
	Field of expertise

	
	


Section 7.1 Meetings

Meeting time limits: 
(To be filled out if other time limits than the ones specified in the agreement are to be followed)
Meeting procedures:
(E.g. where the meetings are held, appointed personnel, frequency etc.)

Appendix 7 Total price and pricing provisions

Appendix 7 contains prices and terms governing the consideration to be paid by the Customer for the Deliverables provided by the Contractor.

A total price list and other items for a complete consideration are to be set forth in this Appendix.  The total consideration shall include (if relevant) special payment schedule, discounts, advance payments, partial payments and other relevant information related to payment.
Section 8.1 Consideration

Unless otherwise specified, all prices are quoted in Norwegian kroner, exclusive of Value Added Tax, but inclusive of custom duties and any other indirect taxes. Furthermore, it includes specifications of whether the prices are per unit, per month/year/agreement period etc. The table should be formatted to fit the price structure of the delivery.
Price, equipment:
	Description/Name
	Price in NOK
	Units
	Total (ex.VAT)

	
	
	
	

	
	
	
	

	
	
	
	












Sum:

Price, licenses:
	Description/Name
	Price in NOK
	Units
	Total (ex.VAT)

	
	
	
	

	
	
	
	

	
	
	
	












Sum:

Price, training:

	Description/Name
	Price in NOK
	Units
	Total (ex.VAT)

	
	
	
	

	
	
	
	

	
	
	
	












Sum:

Price, documentation:
	Description/Name
	Price in NOK
	Units
	Total (ex.VAT)

	
	
	
	

	
	
	
	

	
	
	
	












Sum:

Price, right of disposal:

	Description/Name
	Price in NOK
	Units
	Total (ex.VAT)

	
	
	
	

	
	
	
	

	
	
	
	












Sum:

Price, hourly charge for services:
	Description/Name
	Price in NOK
	Units
	Total (ex.VAT)

	
	
	
	

	
	
	
	

	
	
	
	












Sum:
Total price:
	
	Price in NOK
	
	Total (ex.VAT)

	
	
	
	


Disbursements to be reimbursed:

(To be specified if the parties agree to reimburse certain disbursements)
Travel and subsistence costs shall be reimbursed after the following rates:

(To be filled in if the parties agree on using different rates than the ones pursuant to the Government Travel Allowance Scale)

The following travel time is agreed to be invoiced:

(The main rule is that travel time cannot be invoiced.  Thus, travel time can only be invoiced if the parties explicitly state otherwise in this Appendix. In that case, it should be specified in detail when travelling costs are to be reimbursed)

Section 3.2 Change estimate

Prices and terms applicable to supplementary work:

Standard prices for the preparation of change estimates:

Section 8.2 Invoicing

Payment schedule:

Other payment terms:
Term of payment:

(To be filled out it the parties agree on a different due date than the one specified in the agreement (30 days)).

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:

Invoice shall be marked with the following information
Reference number:

Name:

Other:
Section 8.5 Price adjustments

Agreed price adjustments:

Hourly rates may be adjusted in line with the following index:

(To be filled out if the parties agree on a different index than the price index (main index) complied by Statistics Norway)

Section 2.4: Cancellation

Cancellation penalty:

(To be filled out if the parties agree on a different cancellation penalty than the one following the agreement).
Section 10.1 Right of ownership of equipment

Purchase-money security interest:

(To be filled out if the parties agree to have such purchase-money security interest)

Section 10.4.2 Duration of the right of disposal

(The right of disposal will apply without any time limit or right of termination, as stated in the Agreement, unless otherwise agreed in this appendix)

Appendix 8 Changes to the general contractual wording.

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

Changes made in this Appendix will prevail over the general contractual wording, provided that it is specified in a clear and unequivocal way which sections or sections that have been changed, replaced or supplemented. 
Changes can be made to all sections in the Agreement, including sections where there is no clear reference to an appendix for changes to be made.

However, the Contractor should be aware that reservations and changes in the general contractual wording might lead to the offer being turned down by the Customer.

	Section
	Will be replaced by the following text

	
	

	
	


Appendix 9 Changes subsequent to the formation of the Agreement

Changes to the deliverables subsequent to the formation of the Agreement shall be made in writing, and in accordance with the procedures in Chapter 3.  The Contractor shall maintain a directory of the changes on an ongoing basis, which shall form this Appendix.

	No.
	Date
	Change, description 
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