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1.
INTRODUCTION

About the C&IL Office
The Consulting & Industry Liaison Office provides services to UNE academic staff relating to the University’s fee-for-service income stream.
Services Provided
C&IL's activities are summarised as follows:
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2.
BEFORE YOU START

Do I Need a Contract?

In research projects and consultancies a commitment is made by one party to carry out specified  work and by another party to pay for the work.  There may be additional arrangements, for example one party makes facilities available in which the work is to be conducted,  the party undertaking the work agrees to take out insurance, an upfront fee for the work may be paid and milestone payments will be made.

A contract, duly signed and executed by persons authorised to do so, aims to safeguard the parties and to avoid future disputes about the nature and extent of commitments by each of the parties.  For these reasons, UNE will always negotiate and sign a contract  with an external party for work carried out by a UNE employee on behalf of UNE.
What Happens if I don’t have a Contract?

The work is likely to be regarded as private consulting work falling within the Outside Earnings policy of UNE and, therefore, outside UNE.  Under this policy the employee is personally  responsible for delivery of the work and for all legal and taxation compliance matters as well as arrangements for insurance, invoicing and receipt of funds and payments to creditors and sub-contractors.   Prior written approval for the use of any UNE facilities will be required.   It is the employee’s responsibility for to seek private legal counsel for the conduct of such work and for drawing up a contract.
The University encourages academic staff to undertake appropriate paid outside professional and consultative work where the resulting contact with commercial, industrial, scientific or cultural organisations of repute is likely to lead to professional benefits to the staff member and/or the University.

A UNE employee should be aware of the University’s policies in relation to Outside Earnings, Consultancies and Contract Research, and the UNE Code of Conduct.

UNE Contract XE "UNE Contract"  or Private Contract XE "Private Contract" 
When considering accepting a contract with an external party, an employee may ask:

· Will I carry out this work in the name of and under the protection of UNE?
Or

· Will I perform this work on my own at my own risk outside the University?
The main distinctions between a UNE contract XE "UNE contract"  and a private contract XE "private contract"  are shown in the table below.
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This publication is concerned only with UNE contracts.

When and Why to Involve the C&IL Unit
The C&IL Unit is involved with all UNE proposals/tenders and contracts that involve research consultancies and fee-for-service agreements.  The Grants Office is involved with all proposals and contracts that involve research grants.  

When responding to an advertisement for a tender or consultancy project or when discussing a research proposal or fee-for-service agreement with a company, private or public organisation, the C&IL Unit should be approached and informed.  

The C&IL Unit will assist in the formulation of a proposal and a budget and will also liaise with the Client and/or accompany the staff member to meetings with the Client, if necessary.

Research Grant or Research Consultancy/Fee-For-Service?

The distinction between consultancies/fee-for-service contracts and research grants is not always clear-cut, but generally speaking:

Grants are offered on a (fairly) regular basis by (mainly) public organisations.  The nature of the research proposed is usually up to the researcher, but within the general confines of the operations of the granting organisation.  The granting body decides which proposals to accept and what funding amount to offer.  No negotiations for the work or the fee takes place.  The work is based on research as defined in the definition of research – see below.

For example, the Grains Research & Development Corporation annual calls for proposals fitting their strategies, but applications can be made over a very wide area of expertise within these strategic areas of research and development and they should benefit the Australian grains industry.  Applicants determine the field of research, the extent of research and the funds required to carry out this research.


Research consultancies may be the result of a call for tenders or of direct contact with a Client.  The work is characterised as one-off, the Client will determine the scope of work and either sets a budget or the budget is negotiable.  The staff member works to the Client's requirements.  The work includes an element of research as defined in the definition of research – see below.


Fee for service agreements may be the result of a call for tenders or of direct contact with a Client.  The work is one-off, the Client will determine the scope of work and sets the budget or negotiates the budget.  The staff member works to the Client’s requirements.  The work is based on existing expertise of the staff member and, whilst the project usually includes the writing of a report based on information gathered, it does not result in new insights, new knowledge, new discoveries or new materials of any kind.

The Difference Between a Research Consultancy and a Fee-For-Service Agreement

Whether a project is a research consultancy or a fee-for-service agreement depends on how “research” is defined.  We adhere to the OECD definition of research and development adopted by DEST (Department of Education, Science and Technology) as stated in the “Higher Education Research Data Collection – Specifications for the Collection of 2002 Data”:


Research and experimental development comprises:

· Creative work undertaken on a systematic basis in order to increase the stock of knowledge, including knowledge of humanity, culture and society, and the use of this stock of knowledge to devise new application. 

· Any activity classified as research and experimental development is characterised by originality; it should have investigation as a primary objective and should have the potential to produce results that are sufficiently general for humanity’s stock of knowledge (theoretical and/or practical) to be recognisably increased.  Most higher education research work would qualify as research and experimental development.

Activities specifically excluded from this definition – and therefore falling within the category of “fee-for-service” -  are:

· Preparation for teaching

· Scientific and technical information services

· General purpose or routine data collection

· Standardisation and routine testing

· Feasibility studies (except into research and experimental development projects)

· Specialised routine medical care

· Commercial, legal and administrative aspects of patenting, copyright or licensing activities

· Routine computer programming, systems works or software maintenance (research and experimental development into applications software, new programming languages and new operating systems would normally meet the definition of research).

Providing Research or Services under Contract

There are many ways in which University staff can provide research or services under contract.  The most common ones are:

1. Contract Research
The Client will discuss specific research requirements with a UNE staff member, who will perform the research as requested, for an agreed fee within an agreed timeframe.  The Client may initiate this research, or UNE staff may have initiated it.  The research results are mainly to the benefit of the Client, but it is also possible that UNE staff may learn new approaches or techniques in the process.

2. Provision of Expert Services
Many UNE staff members are experts in their chosen field or are experts in the use of specialised laboratory equipment or computer software.  This expertise can be hired out at an hourly rate for a specific purpose.  For example, a statistician may run specialised software over data provided by the Client and deliver an analytical report.  Or a scientist may conduct field or laboratory trials and provide a report.  Or a town planner may be called upon to provide an expert opinion for a local government body.

3. Joint Research
A Client may have its own facilities and experts, but wishes to add to this by engaging UNE staff members.  Some of the research will be conducted at UNE, other parts at the Client’s premises, sometimes involving staff from both parties working at each other’s facilities.

Contracts involving joint or collaborative research need to be drawn up very carefully with detailed agreement on inputs by each party and ownership of any resultant intellectual property.

4. Research Involving Student Scholarships
Where a student is participating in a research project, the Client may provide a scholarship for him/her.  This is usually done when a PhD or Research Masters student engages in the project and will use the knowledge gained in his/her thesis.

Scholarship contracts also require careful drafting.  The student is under an obligation to produce a thesis containing new knowledge, but this knowledge may sometimes be of a confidential nature to the Client.  The Client has paid for the work by providing a scholarship to the student and may insist that any intellectual property arising from the work is owned by the Client.  

The contract may therefore include a confidentiality agreement between the student, the supervisor(s) and the Client, preventing the thesis or any information contained therein from being made public , usually for a specified period of time.  In such circumstances, even the examiners of the thesis are required to sign a confidentiality agreement with the University on behalf of the Client.

Any intellectual property arising from the work should become the property of the University rather than the Client to prevent the student from being regarded an employee of the Client and the scholarship as salary which is subject to income tax. 

5. Training Courses or Materials
University staff are frequently asked by clients to provide specialised training courses, workshops, or materials for use in teaching or training.

Contracts may be for supply of materials only or for supply of materials plus delivery of courses or workshops.  In the latter case the agreement must cover both the professional preparation and delivery costs as well as the value of the materials.  Copyright of the materials should reside with the University, but the Client may be able to purchase from the University a licence to reproduce the materials for a specific purpose and within a specific geographic area and for a specified time.

Sometimes there is a requirement that training courses are accredited so that they may count towards a diploma, certificate or degree.  The University owns an accredited training provider, UNE Partnerships Pty. Ltd. (UNEP), through which these courses can be delivered and accredited.  They will still be presented by UNE staff, but some of the profits will be shared with UNEP.

How Will a Contract Benefit UNE?

DEST provides a number of categories to classify research income by universities.  The research income forms part of a formula to calculate Commonwealth funding to a university for the following calendar year.

It must be noted that only income involving RESEARCH, as specified in the definition provided above, counts in the DEST formula.  Research may be conducted for any public or private organisation. 

The more research is carried out, the higher the “bonus”, which will be distributed back to the University.  It goes without saying that it is important to conduct as much funded research as possible if the University is to maximise the financial benefits derived from the Commonwealth.

FEE-FOR-SERVICE agreements are not included in the DEST formula. However, the University compensates for this by the requirement to include a 20% overhead cost in the contract.  This will partially cover the University’s cost of providing infrastructure, financial/personnel/research services as well as insurance and payroll expenses.  Upon receipt of the funds from the Client, 20% will be removed and disbursed as determined from time to time.  It follows that fee-for-service agreements generally do not benefit the University financially as they barely cover the cost of providing the service.  Indirectly, however, they provide the service provider with consulting fee income from which equipment could be purchased or travel undertaken which would otherwise not have occurred or would have had to come from University coffers.

Clearly it is preferable for the University that the ratio of research income : fee-for-service income is as high as possible.  Sometimes it may be possible to discuss with the Client a work design which will turn a fee-for-service proposal into a research proposal.  However, if this is not feasible, it should be noted that a fee-for-service contract provides the University with extra income via consulting fee use and is therefore preferable over the alternative, ie no extra income at all.

Tax Concessions for Clients

It is important to recognise that industry partners may be eligible for tax concessions under research contracts, but not for fee-for-service consultancies.  The Department of Industry, Tourism & Resources (DITR) also offers assistance schemes to which the industry partner may be entitled.  The possibility of gaining a tax concession or other assistance should be marketed to the Client and reference may be made to the relevant Australian Taxation Office (ATO) and DITR websites.  

How Will a Contract Benefit You?

Designing proposals, tendering and conducting research under contract has numerous benefits for University employees.  We list just a few here:

· Proposal writing and tendering for contracts provides an opportunity to systematically work through the phases of the work to be done, to identify the resources required, to accurately value the requirements and fees, to liaise with the potential Client and learn techniques to optimally market one’s expertise.

· Working under contract intensifies the disciplinary aspect of research.

· Research contracts may show different processes and techniques used elsewhere.

· Involvement of postgraduate students in contract research may provide them with potential future employment.

· Working for different Clients will provide a track record useful for future proposals and tenders.

· The employee will expand his/her network of contacts.

· Contract research may result in additional professional exposure, such as a request to conduct a seminar or course.

· Contract research may require collaboration with other researchers and build a network of collaborators for future projects.

· Research and fee-for-service contracts will provide a residue of funds (profits) to the employee.

UNE Policies
There are a number of UNE policies which relate to research and fee-for-service projects  These can be found on the following websites:

	Policy
	Website

	Outside Work - Introduction
	http://www.une.edu.au/personnel/2.8.htm

	Consultancies and Contract Research undertaken through the University and through University Companies
	http://www.une.edu.au/personnel/2.8.1.htm

	Paid Outside Work by Academic Staff
	http://www.une.edu.au/personnel/2.8.2.htm

	Academic Pursuit Funds
	http://www.une.edu.au/personnel/2.8.3.htm

	Additional Earnings by Academic Staff, Departments and Faculties
	http://www.une.edu.au/personnel/2.8.4.htm

	Code of Conduct for Research
	http://rs-nt-10.une.edu.au/Home/conduct.cfm

	Animal Ethics Committee
	http://rs-nt-10.une.edu.au/Home/ecode.cfm


Income as Salary or Academic Pursuit Fund (APF)

It has been practice to deposit any service fees from research and fee-for-service contracts into the employee’s Academic Pursuit Fund (APF).  Some staff have requested that funds instead be deposited into their payroll to be paid as top-up salary, but the University has as yet no policy  which makes the second option a standard one and special permission must be obtained to transfer funds from an APF to payroll.  The difference between an APF and a payroll payment is:

Funds in APF's can only be used to pay for academic expenditures, such as conference travel, books, equipment or other items to be used for teaching or research at University.

Funds provided as payroll payments are fully taxed at the highest rate before disbursement takes place.  The funds will then be the staff member’s private income and can be used as desired.

3.
INTELLECTUAL PROPERTY (IP)

What is IP?

IP Australia, the Federal Government's agency for intellectual property rights, explains IP as representing "the product of your mind or intellect".  

Types of IP

IP can take many forms.  It can be a new invention, a new way or process to use existing technology, an original design, a practical application of a good idea.

These can be protected so no other person is able to use your IP without your permission and/or without paying for it.  A patent attorney will be able to describe your IP in detail and have it registered.  If your IP is an invention or a new process, it will be protected by a patent.  If it is a design, it will be protected as a registered design.  If it is a new plant variety, it will be protected as plant breeder's rights.  

The exceptions to the system of protection by registration are copyright and circuit layouts.  Copyright covers the original expression of ideas, but NOT the ideas themselves.  There is no registration system for copyright in Australia, but a copyright notice on your book, article, literature, music, film, broadcast or computer program will indicate to others that a licence to copy must be obtained from you. 

Circuit layouts also have an automatic ownership attached and cannot be registered separately.

IP is a very valuable asset and a very important one for universities.  It is standard practice that IP developed by someone employed by the University will be owned by the University.  IP that is protected is clearly of much greater value than unprotected IP.  Identifying IP in projects carried out by University staff is one of the key strategies in adding value to the University's assets.

Details of IP rights may be found in the University IP Policy and at the following website:  www.ipaustralia.gov.au
The C&IL Unit will assist in identifying and protecting University IP, in collaboration with the Legal Office.

Cost of IP Registration

The cost of registering IP varies, depending on the type and coverage of registration.  A provisional patent covering Australia, lasting 12 months, can easily cost several thousands of dollars.  Converting a provisional patent into a full Australian patent will add tens of thousands of dollars, and coverage over other countries will add significantly more.

A full Australian patent lasts for 20 years, but renewal fees are payable after the 5th year.

Plant breeder's rights are much cheaper, but it must be realised that they only protect the variety registered and do not stop other researchers from developing the variety further.  PBR's also do not extend to growers planting the variety or for retention of seeds by growers.  PBR's last for 25 years for trees and vines and 20 years for other species.

The C&IL Unit will assist you in obtaining fees for the registration of University IP.

Is It Worth It?

Whether or not IP should be protected depends on its potential value as a commercial asset or as information best kept secret from competitors or other researchers to enable further research.  In many cases the value will be nil or very low and when the cost of registration exceeds the potential returns, it will be unwise to protect IP unless it is a first step towards another or a string of inventions with much greater value.

The valuation of IP depends on knowledge of the market, on developments happening elsewhere, on future demands.  Usually the person who originates the IP will have some idea of what colleagues are doing in the same field, but he/she may not have a good overview of the commercial applications of the IP or its value to companies.  

An invention or new process does not have to be "break-through" to have significant intrinsic value.   Sometimes what is thought of as only moderate progress may be regarded in the marketplace as delivering a competitive edge which has the potential to improve profit margins significantly.

The assessment of the value of IP prior to registration needs to be carried out very carefully and should not give away the essence of the IP.  It is best done by someone with some knowledge of market analysis and capabilities in sourcing market information.  It is recommended that you discuss this with the C&IL Unit, who in many instances will be able to assist with the market assessment.

Consider IP Before Starting a Contract

Whether or not the exact outcomes of a research contract are known, it must be decided from the outset who will own the IP and what will be done to commercialise it.  Much research is conducted on the strength of existing knowledge (IP), whether this is protected in any form or not.  This IP is owned by the University, unless an agreement was reached to re-assign the IP.  Therefore, a contract should make it clear that pre-existing IP belongs to the University (or the assignee).  

Under the contract new IP may be developed and it is preferable that this IP (the “resultant IP”), wherever possible, is also owned by the University.  However, it is recognised that the Client will have funded the creation of the IP with the intention to make use of it or commercialise it.  For that reason, the University will usually agree to make an exclusive licence available to the Client to use/commercialise the IP.  In return, the University will negotiate a royalty fee from any sales or profits made.

 In this way, both parties will benefit from the research: the University will own new IP and have the opportunity to develop this further if appropriate and possibly derive a future royalty income.  The Client will be able to use/commercialise the IP and potentially derive a profit from it.

These considerations must be agreed with the Client beforehand and described in the contract to avoid future conflict.

4. HOW TO OBTAIN A RESEARCH OR FEE-FOR-SERVICE PROJECT
Sources of Information

C&ILWebsite

The C&IL Unit maintains an information website with newly published tender and proposal opportunities.  The website is located at:  http://rs-nt-10.une.edu.au/Home/V_2_1/candil.html
These are usually advertisements for Expressions of Interest (EOI), proposals or tenders and the information often contains a website from which to print full documentation of the Terms of reference (TOR).

C&IL Contacts

The C&IL Unit maintains contact with regular providers of project work, including large Australian project managing companies, local and international project funding organisations.  From time to time we are approached by these organisations to locate suitable project staff and we usually contact University staff directly and  personally to discuss their availability.

Access to Expertise

Research Services maintains a online database of employees and their research/project expertise.  The database can be accessed by anyone in the world and is also used by the media when they wish to interview someone about a topic of interest.  You will be able to enter and will be responsible for regularly updates of your details, eg when you have added to your expertise through project, teaching or research.  System contact details are on the website:  http://research.une.edu.au/INDEX.CFM
Past Clients

It is recommended that you maintain contact with past clients, even if only on a half-yearly basis.  Include past clients in your mailing or email list of media reports about your research and other publicity you may be circulating.

Colleagues

Maintain close contact with colleagues in similar fields of research and in fields which are complementary to yours.  Colleagues may be in your own Faculty or Centre, elsewhere on campus, in other universities (Australian and overseas).  This will put you in a good position when colleagues are looking for research partners.  

An important database connecting you to European colleagues is FEAST (Forum for European-Australian Science & Technology Cooperation).  You will be able to register your details on the database so that you can be located when partners are needed.  You will find FEAST at the following address:  http://www.feastonline.org/
Consultant’s Databases

Many Australian project management companies and international development funding organisations maintain databases of consultants on which they can call to prepare EOI’s or tenders.  A list of names can be found on the C&IL website.

Publicity - Your Research, Projects, Publications and Conference Papers

By arranging publicity about your research, projects, publications and by delivering papers at important conferences, you will position yourself to attract as much attention as possible.  The University’s Marketing & Public Affairs Department will also assist by publishing professionally written articles in the local and national press and – when appropriate – will invite radio and/or television crews to conduct an interview with you.

The C&IL publishes a research newsletter, UNEQUE, with news of research suitable for potential clients in the private sector.  UNEQUE is mailed to more than 1,000 companies and organisations several times per annum.  To be included in the next issue of UNEQUE, please contact the C&IL Unit.

Approaching Clients
Most of us are uneasy to phone or cold-call on a company or organisation for the purpose of extracting research funding, but the University as a whole and many academic staff individually already have connections to outside organisations.  Scores of these organisations are involved as industry partners in ARC funded projects, in agreements involving rural R&D corporations, as donors of student scholarships or as supporters of individual research projects.  A quick search through the University's record system will show up companies with existing or previous involvement with the University.  A check with the Alumni Office may show that UNE graduates are working in the organisations you are seeking contact with.  And this information will make it much easier to make contact.

But if your research on previous involvement with the University renders a zero result, a different approach is required.  If you already know the name of the company you are seeking to establish contact with, it will be best to learn as much as possible about the company prior to calling.  The internet is a very useful tool for this.  Industry associations covering the activities of the company are another source of information.  There are business directories with details of the size and structure of companies in some libraries which will be useful.  These include: Kompass Australia and the Business Who's Who.  Other useful references are the Directory of Australian Associations and - last but not least - the Yellow Pages.  The latter provides a quick overview of competitors and their contact details as well as some product brand names.

It is best to draw up a list of companies to be approached and then locate the most appropriate contact person within each company.  Sometimes this requires some communication skills as companies may put up telephone barriers to senior management, but you will find that their assistants are usually very cooperative in passing information on to them.  You will have to decide whether initial contact by telephone or in written or electronic form is the most appropriate and this will vary from company to company and it also depends on the nature of the request and the information to be passed on.

At some point it will be necessary to determine whether confidentiality agreements should be drawn up with the companies to prevent sensitive proprietary information from becoming public knowledge.  One or more visits to the companies you have established contact with should be budgeted for in order to hold more detailed discussions prior to agreement on the scope of work and fee to be charged.

5. THE PROPOSAL
Writing an Expression of Interest

Some advertisements call for an Expression of Interest (EOI) in the first instance and they may specify the type and length of information required.  Usually this will be limited to information about you and your organisation (the University) and a statement of relevant expertise.

The Client will use the EOI’s received to screen out inappropriate tenderers and will then issue an invitation for a full proposal/tender to the remaining ones.

It is therefore important to give the right impression and to induce confidence in you by the Client when submitting an EOI.  Relevant expertise and  the successful completion of similar past projects by you (and your team if there is one) are key elements, but descriptions should not extend beyond 2 pages.  In fact, about 200 words will be more than sufficient, provided it is written professionally and economically (i.e. without wasting words).  When describing your own expertise, it is best to put yourself in the position of the assessor: what is he/she looking for, how does it fit the project?  Lengthy list of publications are usually not called for and will only detract from the EOI.  Instead, a short list of RELEVANT publications and past projects will give a better impression.

Writing a Proposal/Tender
Most academic staff will be familiar with the layout and information required for grant applications from government or semi-government funding bodies.  In most cases, forms are supplied with headings already in place and the task at hand is to fill in the blocks and try to make a lastingly good impression in the hope of being one of the lucky ones to receive a grant.

Writing a proposal in response to a tender advertisement or after having discussed one's capabilities with a private organisation can be quite a different exercise.  Advertisements and any online information about the project will provide some clues to the detail required and may give an overview of headings to be addressed.  

From the client's point of view, however, the following criteria are most important:

· The person or the team is the best we can get for this project

· The scope of the work is as detailed as we can get it

· The methodologies proposed for the work are the most appropriate

· The timeframe is within our requirements

· The reporting schedules are in line with our internal reporting

· We are getting value for money

The person or the team is the best we can get for this project

A client will need to be confident that the University staff member or the team have the expertise and experience to manage the project successfully.  It is therefore important to familiarise the client with the proponent or the team and the earlier in the proposal this can be done, the better.  The client must know whom they are dealing with and why they are the best for the job.

To provide proof of expertise does not necessarily mean providing a list of publications and conference papers, but a careful choice of directly relevant publications and papers may be in order.  To find other proof of expertise, it may pay to look at other activities, such as 

· designing and presenting university courses or training seminars, 

· organising or managing discipline-related conferences, 

· having been interviewed in the media on a topic relevant to the project, 

· having been called upon as an expert witness in court proceedings, 

· being a member of a relevant committee

· being the editor of a relevant journal

Once expertise is clearly laid out, proof of experience in similar project work should be provided.  Staff with a track record in their field should find no difficulty in selecting from among their list major projects for major clients at impressive fees.  These should be shown with the most recent project on top of the list and preferably going back no further than 10 years.  Staff with no track record will have to be a little more inventive to produce proof of experience.  They may have been involved in a project as a student with their supervisor or they may have contributed as part of a team.  Even part-time work done as a student may in a few instances be shown as a relevant experience.  However, an obvious fabrication is likely to hinder rather than help the proposal and if nothing can be shown to prove experience, it is better to leave this section alone and let the client decide.

The scope of the work is as detailed as we can get it
From the discussions with the client or from the information provided with the advertisement it should be absolutely clear what the scope of the work is.  If not, it needs to be discussed with the client.  When writing the proposal, one must always bear in mind what the client's requirements are and how they can be satisfied.

Once the overall scope has been defined, it is time to get down to the detail.  The client will need to know what steps will be taken, who will be involved and where the activities are taking place to produce the required results.  Usually, a project can be broken up into several segments with a reporting procedure at the completion of each segment.  The proposal will need to specify exactly what will be done at each step within each segment.  This section may be accompanied by a project chart, such as a GANTT chart, which shows an overview of the project over time.

If there is more than one way to proceed with the project, this should be made clear to the client and an explanation as to the advantages and disadvantages of each option should be provided.  The proposal may then proceed with all options in place (sometimes at various cost levels), requiring the client to make a choice.  But it is best for the proponent/team to make that choice now and proceed on that basis.  If the client, having been given all the options and reasons, later decides to go with the other option, it will be done with full understanding of the realities surrounding it.

The methodologies proposed for the work are the most appropriate
Methodologies can vary from project to project and between fields of expertise.  Often the first thing to embark on once a project has been granted is to collect as much information and background knowledge.  This can be carried out as "Desk Research" or "Information Gathering" or similar.  

As a next step, it is common that data in some form or other need to be collected.  Depending on the project this can be in the form of interviews, meetings, archival searches, recordings, field trials, laboratory trials, etc.

Once data have been collected and entered in some form, they need to be analysed.  This is often the most time-consuming part of a project and may require input from computer experts, laboratory assistants or administrative assistants.  Methods used can be data comparison, ranking and analysis, producing graphs, showing material under headings, etc.  Analysis may involve specialised laboratory equipment or it can be as simple as using a computer, spreadsheet and a word processing package.

The results are then written up and summarised.

Recommendations usually form the final part of a project, providing a rationale for making a choice between results or for proceeding from this point forward.

The timeframe is within our requirements
Similarly, the client's timeframe requirements must be accommodated in drafting the contract.  Some clients have flexible timeframes, but more often clients require research to be completed by certain dates, eg prior to the end of the financial year, before the arrival of management from overseas, prior to a takeover bid by the client,  in time to table the report before a Government Committee or Parliament, etc.  It is then absolutely essential that the research is completed on time.  If not, the University could be held liable for damages or loss of income by the Client.  The contract should be clear in stating the commencement and completion dates of the work as well as the dates at which certain parts within the project will be achieved.

The reporting schedules are in line with our internal reporting
It will depend on the nature of the project and the requirements of the client how often and in what format progress reports need to be submitted, if any.  Clearly, for a short consulting contract it may be appropriate to submit a final report only.  In most other cases, it is usually expected that a progress report is submitted upon completion of a clearly defined phase in the project, but variations can occur if the client has internal reporting arrangements and requires a report, say, at the end of each month, so that it can be included in management's monthly meetings.  The frequency and format of the reports must be discussed with the client prior to drafting the contract and the requirements of the client should be given priority over the usual reporting schedules.

We are getting value for money

One of the most important criteria to the client is "value for money", but this is not always easy to calculate.  The value may be in the application or commercialisation of the research outcomes, in the dissemination of the knowledge within the company or to other groups in the community, in the political effect the dissemination of knowledge may have, in building strategies for the client to deal with the issues of the project or with much broader or more specific issues - none of which are easily quantifiable.

When designing a project to clients' requirements, particularly when this is done in competition with others, it may be advisable to translate "value for money" into "providing more than is required".  The client usually has provided sufficient detail to draft a project to requirement and whilst always the best possible expertise with the best possible resources should be made available within the budget constraints, any extra's offered beyond requirements could clinch the deal.  Extra's could include a free seminar to management upon the completion of the project, providing a CD-ROM or other consumables with informative material on the project, enlisting a highly regarded person or organisation as part of the team at no additional cost (thus making available the best expertise in the field), offering to train a client's employee at no cost to use the system or apply the knowledge, providing a free assessment three or six months after the completion of the project, etc.

Proposal Template
The C&IL Unit has prepared a Proposal Template, also available online, to assist you.  The template can be used for research proposals, fee-for-service projects, large and small tenders.  We have found that many organisations are impressed with the logic of proposals using this template and proposal writers have been commended for the resources/timeline management and the risk management schedules.  We hope they will provide you with the success others have already achieved.

You will find a hard copy of the template in Appendix 1 and an online version on http://rs-nt-10.une.edu.au/Home/V_2_1/tenderstep.html
Tendering for AusAID, ADB, World Bank and other UN Agencies

Certain organisations maintain strict tendering procedures, described in very detailed documentation which is usually available from their websites.  This applies for example to AusAID, the Asian Development Bank, World Bank and other United Nations agencies.  To be t successful tenderer to these organisations it is important to understand how they work, what jargon they use, how they evaluate tenders, which other policies they must adhere to (eg gender and environmental policies).

It is advisable to study the websites of these organisations carefully, to read as many documents and reports they have already published and so become familiar with their methods and jargon.  Most of these organisations commence from a general development report, from which country-based or region-based needs are derived.  They will then send teams of experts to the country or region to seek out specific needs and to draw up a draft design document for a project or a cluster of projects.  The draft design document is later further refined and, if funds are approved to finance the project,  a final design document is developed.  The organisations work in association with local governments and relevant organisations who may be the recipients of the development loans or credit or have at least some ownership in the selection of project contractors.  If such is the case, it is important to make contact with the local government or organisation as early as possible.  The work and all procedures are closely supervised by the development bank/organisation and it must adhere to all its policies and procedures.

There are opportunities for experts in the draft and final design phase of the project as well as in the provision of services once the project is put to tender.

The C&IL tracks opportunities from these organisations at all phases and will notify University staff individually and via the website.  However, it is strongly recommended that University staff also search for opportunities as they will more easily recognise projects fitting their own expertise.

C&IL Procedures

A staff member should follow the following procedures when placing proposals or tenders:

[image: image4.emf]
Upon full execution of the contract, UNE’s services will become operational for the contract.  This includes:

· Financial Services (invoicing, accounts receivable and payable, insurance and account management),

· Personnel Services (payments to any temporary, casual or part-time staff employed by the project), 

· Research Services (project management) and 

· Legal Office (contract management).

6. THE CONTRACT
Negotiating a Contract

A contract identifies the parties involved and describes the work to be carried out.  It also describes any other undertakings and limitations by the parties.  

Before setting out to discuss a project with a Client, a staff member must have the agreement of Head of School and/or Dean that the pursuit of this project is acceptable and that the staff member will have sufficient time and resources available to carry out the project.

The parties should discuss and agree on the details and practicalities of the work to be done,  Special attention should be paid to ownership of the outcomes, intellectual property and insurance issues.  These matters should be discussed in collaboration with Legal Office and the C&IL Unit.

When discussing a project with the Client, it is important to identify what University assets will be used in the work.  Among the University’s assets are 

· University staff

· Buildings and capital equipment

· Intellectual property

The use of staff, which apart from the project leader may include academic colleagues, technical personnel, administrative personnel, and sub-contractors, should all be accounted for in the budget.  

The use of University land and buildings (offices, laboratories, greenhouses, farms, sheds etc.), capital equipment, motor vehicles etc. should be charged out at cost as a minimum.

Existing intellectual property – if not already protected by patents, PBR’s or other rights – should be recognised in the contract as owned by the University (and such other parties with which the University may co-own the IP).  IP which may result from the contract should be negotiated with the Client and potential future income should be agreed on.  Refer to the section on Intellectual Property above.

The C&ILUnit and the Legal Office are available for advice and the C&IL Unit will liaise with the Client on behalf of the University and the staff member/s in all matters leading to a contract.

No University contract may be signed without Legal Office approval.

7. PROJECT MANAGEMENT
About Project Management

Managing a project involves the allocation and management of the resources and the delivery of outcomes as specified in the contract.   Project management is the joint responsibility of the project leader and the University’s central administration.  At UNE the completion of a contract will set into motion a number of central activities: opening an account for funds payable and receivable under the project,  keeping records of all correspondence relating to the project, entry into the research data system, preparing computer alerts for reminders to invoices and project reports, completing  insurance cover, preparing payroll accounts, advertising for project staff.

However the success of a project depends on the expertise and management of the project leader and the cooperation of the Client during the project’s life.

The project leader is responsible for:

· Timely allocation of staff and resources

· Keeping records, receipts and managing timesheets

· Keeping account of expenditures under the project and working within budget

· Working closely with Financial and Personnel Services

· Communicating with the Client on a regular basis

· Ensuring that reports and other deliverables are placed on time and as specified in the contract

· Solving problems arising under the project

· Alerting Legal Office if a contract needs to be varied, after discussions and agreement by Client

· Ensuring that the good reputation of UNE and its staff is upheld

Tools for Project Management

It is recommended that a project leader is familiar with and uses relevant tools to assist with project management.  This may include:

· Project management software incorporating calendars, Gannt charts, resource allocation charts   

· Software which will place an alert on screen when actions are due (often incorporated with email software)

· Telephone systems with teleconference facilities

· Video-conferencing facilities available at UNE (at cost)

Further information may be obtained from Information Technology, the IT Shop on campus and the Teaching & Learning Centre (for video-conference facilities).

Reports
The contents of interim and final reports depends on the project and the expertise of the project team, but the format and presentation of reports may be significantly enhanced by the use of personnel experienced in text processing and desktop publishing, and by using UNE services such as Publications and the Printery.  A well presented report, with an attractive front and back cover and professionally bound will enhance the expertise that has gone into the production of its contents.  This advice also extends to the production of proposals and tenders where Client specifications allow.

8. POST-PROJECT – MAKING THE MOST OF IT
Keep Communications Rolling

The successful completion of a project has the potential to lead to future projects with the same client, so keeping in touch is an essential ingredient to remaining in sight and in mind.  

Working through a project with a team will have provided insights into the capabilities of staff and contractors and it may be desirable to pull in some of these people in a future project.  Again, regular communication and keeping an eye on future availability will be important for the success of future projects.

Track Record

Successful completion of a project will add to the track record of all those involved and can be a key to obtaining projects from new parties, especially if the client was a well-known, respectable organisation and/or the value of the project was sizeable.

New Skills

Almost every project delivers new skills, new techniques or insights, a better knowledge of processes or sources of information.  Sometimes the Client insists that the project be carried out in a new way and sometimes this is discovered along the way.  Exposure to Client’s facilities and staff may also provide new skills or insights which could be used in future projects or in the course of academic employment.

Commercialisation

Where a project has delivered intellectual property which has commercial value, the contract should already have made provisions for the commercialisation of the IP.  

Licence Agreements

In most scenarios, the IP itself will remain the property of the University and the Client and/or another party appointed by agreement between the Client and the University will be sold a  licence to use the IP.  

This is not where the work ends – this is where it starts.

New licencees and new markets may need to be found and this can be an extremely time consuming business.  It requires a good knowledge of local and international markets,  companies operating in these markets and barriers to entry.  The C&IL will be able to assist with worldwide market and company information when required.

A licence agreement must be drawn up, specifying what the licence will entitle the licencee to: a prescribed usage of the IP, a prescribed territory in which the IP may be used, a licence fee payable at prescribed periods or as an outright sale.  There may also be other restrictions on the use of the IP, such as keeping the processes which resulted in the IP confidential and this will be the subject of a confidentiality agreement.

The University may receive a royalty from the commercialisation of the IP.  The size of the royalty payment, the way it is calculated, the timing of payments, sharing of royalty income between several parties all need to be described in the commercialisation or licence document.

Joint Venture Agreements

If the commercialisation of IP requires further investment and/or a joint venture or other commercial entity between the University and the Client and/or any other parties, this may place the University at some risk and will need the approval by the University’s Entrepreneurial Committee.  It is a requirement that such proposals be presented in a Business Plan to the Committee and that approval has been granted by that Committee prior to proceeding with the plan.  The University’s Entrepreneurial Policy and Guidelines may be found at:  http://www.une.edu.au/finance/
The Business Plan will require key information on the identity of the stakeholders, management of the enterprise, materials and resources, location, overheads, market information, competitor analysis, financial forecasts and risk analysis.

If approved, the University’s Legal Office will draw up a joint venture agreement and liaise with all parties to the agreement.

APPENDIX 1

PROPOSAL TEMPLATE

[ Project Title ]

Expression of Interest/Proposal *

*  strike out whichever is not relevant

submitted by

[ Your Name & Title]

[ date ]

ARMIDALE  NSW  2351

AUSTRALIA

Contact Telephone:  +61 2 6773  xxxx



INTRODUCTION
Highlight here – in brief – the major strengths of the team and the University, indicating that this team is a perfect fit for the project.

Describe any discussions held with the client or associated organisations in relation to this project.

If the work is to be conducted in association with other institutions or companies, describe the relationship and any sub-contracting lines here.

Indicate an understanding of the work and of any country in which the work is to be conducted.  Highlight knowledge of the role and workings of any local organisation you or the team must coordinate activities with (if there is previous experience, briefly mention this).

It is important that the introduction provides a strong incentive to read the rest of the EOI/proposal.


THE TEAM

Introduce the team and provide information of RELEVANT experience (previous projects conducted by the same or (almost the same) team for the same or similar clients, work conducted in the same or similar country).  If the team or any member of the team is a world leader in the field, provide details here.

Introduce each member of the team:

· by name and title

· by role in the project

· provide details of previous experience and successfully completed projects (if possible, provide dollar amounts if projects were significant)

· mention a few RELEVANT major publications or presentations and refer to the list of publications in the CV Annexure for further details

Explain how the team will work together.  Provide a management structure chart.












APPENDIX 2

STANDARD CONTRACT

Standard Contract
The Legal Office has a copy of the standard contract for work to be carried out by University staff for an outside client.  Please contact the Legal Office for assistance.

The contract document aims to cover the important elements of the work to be agreed and this is indicated in the way the document is constructed:
· Identification of the parties to the agreement

· Recitals

· Statement of agreement between the parties of work to be carried out by one party for the other

· Interpretation

· Consultancy Services

· General statement of how the consultancy services will be conducted by UNE

· Duration of Consultancy Services

· Fees

· This section refers to the details provided in Schedule 2

· Confidential Information

· Intellectual Property

· Conflict of Interest

· Insurance

· Termination of Contract

· Relationship between the Parties

· Entire Contract

· Variations

· Proper Law

· Assignment

· Waiver

· Goods and Services Tax

· Notices

· Signatures of authorised persons to the parties

· Schedule 1:

· Details of the Consultancy Services to be provided by UNE

· Schedule 2:

· Schedule of Fees
 APPENDIX 3

USEFUL WEBSITES
Academic Pursuit Fund Forms
http://www.une.edu.au/UNEonly/finance/forms.htm
Access to Expertise database
http://research.une.edu.au/INDEX.CFM
Advertising -  Academic Position
http://www.une.edu.au/personnel/academicadvertised.htm
Advertising – General Staff Position
http://www.une.edu.au/personnel/generaladvertised.htm
Appointment Forms
http://www.une.edu.au/personnel/forms.html
Consulting & Industry Liaison Unit
http://rs-nt-10.une.edu.au/Home/V_2_1/candil.html
Entrepreneurial Policy Link
http://www.une.edu.au/finance/
GST Links
http://www.une.edu.au/finance/gst.htm

http://www.ato.gov.au/content.asp?doc=/content/Professionals/23947.htm
Intellectual Property
http://www.ipaustralia.gov.au/
Paid Outside Work Policy
http://www.une.edu.au/personnel/2.8.2.htm
R&D Tax Concessions
http://www.ato.gov.au/content.asp?doc=/content/Professionals/22137.htm


Research Ethics Unit
http://rs-nt-10.une.edu.au/Home/V_2_1/ethics.htm
Research Policies
http://rs-nt-10.une.edu.au/Home/V_2_1/policy.html
Salary Rates - Academic
http://www.une.edu.au/personnel/acadsals.htm
Salary Rates – General Staff
http://www.une.edu.au/personnel/generalsalary.htm



		Services Provided





	For UNE Staff





Research marketing to potential clients


Sourcing opportunities� XE "Research marketing" �


Liaising between clients and UNE academic staff


Visits to potential clients


Advice to academic staff in drafting research proposals


Intellectual Property (IP) advice 


Contract negotiation


Negotiations for licensing & technology transfer


Information seminars to staff


Advice on relevant UNE policies





	For External Clients





Advice on working with UNE.


Sourcing academic expertise within the University


Liaising with staff for project establishment and milestone delivery.

















Notify the C&IL Unit and discuss the project.





Forward a  copy of the proposal/tender/EOI to the C&IL Unit, at the time of sending the proposal to the client.





Attach a Faculty Approval Sheet to the copy lodged  with C&IL.





Notify the C&IL Unit of success by forwarding the client’s document.





Forward the contract document to the C&IL Unit – DO NOT SIGN.  Attach all background papers, including Terms of Reference and any other documents and correspondence received from the client.  C&IL will arrange for Legal Office to check the contract, have it signed by an authorised person and sent to the client for signature.  If client has no contract document, Legal Office will make UNE’s standard contract available.

















UNE Contract� XE "UNE Contract" �


�



Private Contract� XE "Private Contract" ��
�



The contract is between UNE and the Client�



The contract is between the staff member (or his/her company) and the Client


�
�



UNE provides all appropriate services to effect the contract.


�



Staff member is responsible for effecting the contract.�
�



UNE facilities and equipment may be used with prior written approval by Head of School or the Dean.


�



UNE facilities and equipment may only be used with prior written approval of Head of School or the Dean, and their use will be charged to the staff member.


�
�



UNE letterhead, logo and other official stationery may be used.


�



Staff member's own stationery must be used.�
�



UNE provides insurance� XE "insurance" � cover.


�



Staff member provides insurance� XE "insurance" � cover.�
�



Project management, including invoicing, is carried out by UNE


�



Project management, including invoicing, is done by staff member.


�
�



UNE receives income, retains any moneys legitimately owing to it and deposits balance in a research project account, APF or in staff member's payroll in accordance with prior agreement.


�



Staff member or his/her company receives income.�
�
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UNE INFRASTRUCTURE





Describe the systems UNE has in place to support the project.  You could use the text below or adapt it to suit your project.














UNE's capability in project management  is reflected in its capacity to manage a multitude of projects simultaneously.   As an example, during 2001 UNE managed 566 research and consultancy contracts.





As part of its project management expertise, UNE has proven systems in place, combining the offices of Research Services, Legal Office, Financial Services and Personnel Services into the team effort of managing and monitoring projects-in-progress.





Research Services





Research Services and its subsidiary, the Consulting & Industry Liaison Unit (C&IL), provide administrative and project management expertise on behalf of UNE.  Of the total full-time staff in Research Services, 4 professionals, supervised by 2 managers,  process and monitor UNE research contracts and consulting projects.  They also issue timely reminders for milestone delivery.  Quality  assurance systems are in place to deal with each step of each project and ensure that all necessary requirements are met and links with other sections within UNE are established.  The staff use dedicated research project management software, enabling current status checks and reports of any project at any time.





Legal Office





UNE's University L:awyer, assisted by a Paralegal Officer,  provides legal advice for contracts and their outcomes.  The Legal Office works in close collaboration with Research Services and the C&IL Unit.





Financial Services





A team of 4 professionals using Finance One software is responsible for entry of financial details of projects and the issue of invoices and receipt of project income.  The accounts keep track of project-specific income and expenditure and link in with UNE's taxation commitments and end-of-year reporting.  There is an established link with Research Services for milestone delivery by UNE and subsequent issuing of invoices to clients.





Personnel Services





The employment of all UNE staff, including casual and short-term personnel for projects is managed by Personnel Services using the Concept software system, with links to the relevant project account held in Financial Services.  The unit, consisting of about 12 professionals, checks timesheets, tracks leave and superannuation entitlements, issues fortnightly payments and complies with income tax and EEO legislation.











APPROACH AND METHODOLOGY





Demonstrate that you have a good understanding of the issues and the complexity of the project.  Refer to relevant literature, statistics or to your own publications.





Describe the key issues to be addressed.





Provide a detailed methodology, preferably in phases.  The methodology must be suitable for the project and for its time frame.  It must also take into account any local conditions.





Provide an overview of the staffing for each phase.








Provide in detail the deliverables.  Adhere to the Terms of Reference.








The Terms of Reference often provide a general methodology, but if alternative methods could be used, provide details here and provide details of the alternative cost in the budget section.








This section may be concluded by a matrix of the methodology-time frame-staffing-deliverables:





PHASE�
ACTION�
TIMEFRAME�
PERSONNEL�
DELIVERABLES�
�
I�
Desk research�
3 weeks�
Director A + Research Assistant�
Overview of Literature Report�
�
II�
Design a questionnaire�
3 weeks�
Director B + Research Assistant�
Questionnaire�
�
�
Interviews�
6 weeks�
Director B + 3 assistants�
Collated Interviews�
�
III�
Data entry and analysis�
12 weeks�
Director B + Research Assistant�
Survey Report�
�
IV�
Review findings�
3 weeks�
Directors A + B�
Final Report�
�






Provide a further table showing each team member’s input during the project, in hours, weeks or person months depending on the length of the project.  If part of the work is carried out in another country or as field work elsewhere in Australia, separate this from work carried out at the home office.  Additional allowances will be paid for work performed away from the home office, to be itemised in the budget section.











NAME�
POSITION�
MONTH�
AT UNE�
IN-COUNTRY OR FIELD�
TOTAL�
�
�
�
1�
2�
3�
4�
5�
6�
7�
8�
9�
10�
11�
12�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
TOTAL�
�
�
�
�
�






RISK MANAGEMENT





It is important to preview all phases of the work and consider any possible risk which could affect the work, the cost or the timeframe in which the work is to be conducted.  Problems can include a wide range of factors, eg key personnel falling ill or not being able to obtain visas, data being lost, in-country organisations not cooperating, weather conditions preventing field trials, sensitivities among ethnic groups, language problems.  Do not include any factors caused by the client or UNE.





Drawing up a matrix with a good list of possible risks indicate the team has carefully considered all angles of the project and has thought about methods of solving or preventing any problems.





Risks can be shown as general risks and as risks specific for each component.  This can be shown as follows:








RISK NO.�
RISK�
RISK RATING�
MITIGATION MEASURES�
PERSON RESPONSIBLE�
�
�
�
Likelihood�
Impact�
Overall�
�
�
�
1�
Key staff ill�
Low�
High�
Low�
The team has a Director for each area in reserve.�
Project Director or if ill, Associate Director�
�
I.1�
Visas not obtainable�
Low�
High�
Low�
Staff have been selected who have no previous problems obtaining a visa for the country





Visa applications will be lodged 1 month before departure..  �
Director A�
�
II.1�
Computer data loss�
Med�
High�
Med�
All data are backed up daily and stored with UPS protection.�
�
�






QUALITY ASSURANCE





Describe here how quality of work will be maintained and who is responsible for QA during the project.





BUDGET





In general, the budget must reflect the activities under the project.  Whilst it should not include extravagant claims, it must also not be under-valuing the real costs of carrying out the work.  All public organisations are required to quote at market value.





A budget usually consists of the following components:





Salaries and On-Costs


Travel and Accommodation		– to be provided exclusive of GST


Equipment and Consumables 	– to be provided exclusive  of GST


Overheads 				– calculated on items where UNE facilities are used.


Fees


GST





Calculating Salaries and On-Costs





Salaries may be either based on UNE academic and general staff salary rates OR on professional daily rates where these are known.  





UNE salaries are provided on the Personnel Services website.  Professional daily rates are often used for legal, financial, engineering consultancies and some other professions.  Some professional associations sometimes make these rates available for use in budgets.





On-Costs include leave loading, holiday allowances, superannuation, Workers Compensation and some other payments.  The rates are available from the Personnel Services website.  On-costs should be charged on UNE salaries, but may be included in professional daily rates.








Travel and Accommodation





All travel and accommodation should be booked through Campus Travel, except when provided by the client.  All items are to be shown exclusive of GST.  Travel costs may include:





Airfares, train fares, bus fares, ferry, boat and taxi fares


Vehicle hire, whether from the UNE motor pool or from commercial outlets


Petrol, oil and kilometre charges


Cost of visas and entry permits


Cost of vaccinations and medical checks


Airport departure taxes


Cost of obtaining travellers cheques, losses on exchange rates


Hotel, motel, caravan, cabin or other accommodation (some hotel charges include breakfast, which must then be deducted from the daily allowance)


If going to outlying areas, two-way radios or other suitable means of communication may be required


Daily allowances (also known as subsistence costs).  Check the Financial Services website for the latest rates for breakfast, lunch and dinner.  Do not double-charge when breakfast is included in the hotel rate or lunch is provided as part of a conference or seminar cost.























Equipment and Consumables





Some projects require the purchase of a laptop computer or special equipment and consumables not already available .  Show these items exclusive of GST.








Overheads





Overheads are the cost of UNE’s facilities used in the conduct of the work.  They relate to equipped offices, laboratories and technical facilities, farms and fields, services provided by Research Services, Legal Office, Personnel Services, Financial Services and insurance.





Overheads cannot be charged over work not conducted at UNE facilities.





Please refer to the Personnel schedule to calculate the percentage of work carried out at UNE and elsewhere.





UNE overheads are charged out at the rate of 20% of staffing costs and may be shown as a separate item or included in other charges.








Fees





It is common for private contracts to incorporate a fee or profit.  However, some Government organisations do not allow this item.  The fee is calculated over the sum of all costs, before taxes.  As a rule of thumb, 10-15% of contracts up to A$100,000 may be charged.  Larger projects generally carry a smaller percentage.





Please note that UNE will retain 20% of the amount charged.  This will be distributed as follows:





	5% to Vice-Chancellor’s Initiatives Fund


	5% to central administration for cost recovery of services rendered


	5% to School


	5% to Faculty








GST





GST is payable over the ENTIRE contract, including salaries.  The current rate is 10% and must be shown as a separate item.





UNE will remove the GST amount from incoming payments, to be passed on to the Australian Tax Office.  Clients will be able to claim the amount back from the Australian Tax Office.





Overseas clients may be exempt from paying GST, provided no project outcomes are transferred back to Australia.  Please check with Financial Services for details.














PAYMENT SCHEDULE





Some projects require an amount of up-front payment to allow for immediate expenditures, such as salaries.  As the work progresses, additional payments are required.  The client usually wishes to retain part of the project amount until the final or completion report has been received and approved.





It should be noted that invoices may not be paid by clients until 60 days after receipt.  However, the contract document may stipulate that all payments are due within 7 days, except the final payment which may be due no later than 60 or 90 days after delivery of report.  It is advisable to time invoices accordingly.





Depending on the timing of expenditures, a payment schedule could be as follows:














FIRST PAYMENT		Due on signing of contract		 xx% or A$   xxxxx.xx





SECOND PAYMENT		Due on completion of Phase I	 xx% or A$   xxxxx.xx





THIRD PAYMENT		Due on completion of Phase II	 xx% or A$   xxxxx.xx





FINAL PAYMENT		Due on approval of Final Report	 xx% or A$   xxxxx.xx





		TOTAL PROJECT					100% or A$xxxxxx.xx
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