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SUMMARY 
Provides a range of general stationery and office paper products. The following product 
categories are covered: computer accessories, computer paper, desk accessories, diaries and 
calendars, envelopes general office stationery, labelling machine and accessories, office filing 
and storage products, office use calculators photo copying paper, ribbons and toner cartridges. 
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Introduction 

Contract Summary 

Contract 506 – Office Supplies commenced on 1 July 2005 and now expires on 30 June 2010 
(or when Contract 1006 Workplace Supplies commences). 

Some of the important features of the contract are- 

·  Free delivery, Statewide, to the desktop. 

·  Next day delivery to Sydney, Newcastle and Wollongong 

·  Delivery within two days to the remainder of NSW 

·  The suppliers under the contract can provide a one stop shop solution 

·  Orders can be issued online through smartbuy® as well as the suppliers online ordering 
websites 

·  Mandatory reports for clients including a discrete report on purchases of WRAPP relevant 
products 

In summary, the range of products available under the contract include: 

·  Paper, stationery and office equipment 

·  IT consumables 

·  Computer accessories 

·  Canteen/Janitorial/Medical supplies 

·  And other products that fall within the broad category of Office Supplies with the exception of - 

a. Networkable IT devices including Photocopiers, Printers and Multi-Functional Devices. 

b. Furniture. 

The range of office supplies is further detailed in section 2 

NSW Procurement 

NSW Procurement provides a full range of procurement services for government agencies and 
other clients. Services include contract management of common use contracts. These are state 
contracts on a rolling one to five year renewal cycle for the supply of products and services in 
common use across many agencies. Under these contracts, suppliers provide a range of products 
and services at prices established on the basis of aggregated whole-of-government buying power, 
achieving significant savings. 
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smartbuy ® 

smartbuy® is the NSW Government’s electronic procurement system that supports departments 
and other authorised buyers to facilitate the streamlining of procurement processes, assisting with 
the move from paper-based to electronic procurement. Delivering a complete procurement 
solution from supplier engagement and catalogue management, through to purchasing and 
reporting, we provide a real-time, electronic connection to your suppliers. Tap into our wealth of 
procurement knowledge, IT infrastructure, training and support services, leaving you time to 
concentrate on core business. 

smartbuy ® solutions can support your electronic procurement initiative and achieve direct 
savings by: 

·  Increasing purchasing compliance, leading to direct cost savings and product rationalisation 

·  Reducing transaction and administration costs of purchasing by decreasing the effort of placing 
orders and removing duplicate processes 

·  Reducing consumption and improving cash management through reduction of purchasing cycle 
times 

·  Reducing an organisations IT investment and system duplication by utilising existing 
applications 

·  Delivering purchasing advantages to organisations through access to a large competitive range 
of suppliers 

·  Providing low to zero cost entry for suppliers, removing duplicate costs in the trading support of 
each agency 

·  Bringing transparency to the purchasing element of the supply chain through improved 
reportability. 

For more information visit the website at www.smartbuy.nsw.gov.au or contact the eBusiness 
Solutions Client Support Centre on 1800 NSW BUY (679 289) or 
eBS_Supportdesk@commerce.nsw.gov.au 

NSWP Better Buying 

The NSWP Better Buying is a magazine produced on a quarterly basis and circulated to all 
subscribing clients. 

NSWP Better Buying includes information, solutions and know-how in government procurement. 

If you do not currently receive the magazine, and would like to, please contact NSW Procurement 
Client Support Centre on 1800 NSW BUY (1800 679 289) or email us at 
nswbuy@commerce.nsw.gov.au . 
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Section 1 – Accessing the Contract 

State contracts are established under the authority of the State Contracts Control Board and 
administered by NSW Procurement. 

A list of the categories of organisations eligible to purchase from the state contracts is given in 
Section 4 of this Guide. 

Most eligible organisations have already registered with NSW Procurement in which case they 
have immediate access to the contracts. 

If you are unsure if your organisation is already registered or your organisation’s NSWBUY 
identification number you can contact either the accounts section in your organisation or 
alternatively you can contact NSW Procurement Client Support Centre on telephone 1800 NSW 
BUY (1800 679 289) or e-mail nswbuy@commerce.nsw.gov.au . 

If your organisation has not yet registered, an application form will need to be completed and 
submitted to NSW Procurement before you can use the contract. Organisations need only register 
once – there is no need to register for each individual contract. Once approved, customers are 
allocated a registration number and are then eligible to use any of the state contracts administered 
by NSW Procurement. 

Copies of the customer application form can be obtained by contacting NSW Procurement on 
telephone 1800 NSW BUY (1800 679 289) or from the NSW Procurement website at 
www.nswbuy.com.au . 

Prices 

Prices for goods such as coffee, paper and toner cartridges are subject to variation and will 
change in accordance with the price variation conditions of the contract.  

All contract prices are classified as the maximum ceiling price which cannot be exceeded. All 
pricing is monitored and controlled by NSW Procurement. The prices quoted under the contract 
are the most you will ever be charged. However, you may negotiate with the supplier for a 
reduction to the contract price. 

See Section 3 for rebates and discounts available to encourage efficient procurement practise. 
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Placing an Order 

Official orders are to be placed with the relevant supplier. By placing an order you are entering into 
a contract with the supplier (a “customer contract”) and, as a minimum, the following information 
should be included in the Official Order: 

·  Contract Number and Name 

·  Name and address of Supplier and Customer 

·  NSWBUY Identification Number* 

·  Customer’s Order Number 

·  Date of Order and Date of Delivery 

·  Item, product code, contract price, quantity and any accessories 

*You need to quote your NSWBUY Identification Number each time you use NSW Procurement contracts. If you are 
unsure of your number please contact the NSW Procurement Client Support Centre on 1800 NSW BUY (1800 679 
289). 

Online Ordering 

The suppliers under this contract have mature, functional online ordering systems accessible 
through the internet. If you identify yourself as a contract 506 user, the supplier should load the 
contract prices against your account, so that when you log in the contract prices will be displayed. 

Clients can also purchase through smartbuy®. An electronic connection is available through 
smartbuy to the suppliers online ordering website. In smartbuy® terminology, the suppliers ordering 
website is an “externally hosted catalogue”. If you wish to use this method please contact the 
NSW Procurement Client Support Centre on 1800 NSW BUY (679 289).  

Contact 

For further information please call NSW Procurement Client Support Centre on: 

Telephone:  1800 NSW BUY (1800 679 289) 
Facsimile: (02) 9372 8077 

E-mail: nswbuy@commerce.nsw.gov.au  

Internet: www.nswbuy.com.au  
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Section 2 – Range of Products 

The product categories listed below are all available through this contract. 

This contract was let on the “one stop shop” principle. Its primary purpose is to provide traditional 
office products and stationery. Those are listed below. Other products and services relevant to an 
office-based customer may be supplied through the contract, if they are supplied by the Supplier in 
the normal course of their business.  This is to enable customers to purchase a wide range of 
goods and services from a single supplier.  

The only limitation is that you cannot obtain Networkable IT devices including Photocopiers, 
Printers and Multi-Functional Devices and Furniture. 

Products Available 
Paper, stationery and office equipment 

Account Books 
Adhesives And Glues 
Art Supplies 
Attaché Cases & Satchels 
Audio Tapes 
Batteries, Chargers, Torches 
Binding Machines And Related Consumables 
Business Card Boxes & Holders 
Calendars And Planners 
Calculators & Accessories 
Cards System & Records 
Clipboards, Folders, Binders And Associated Supplies 
Clips - Foldback, Paper, Letter 
Conference Products 
Copy Paper - White And Coloured 
Correction Products 
Cutters, Blades, Trimmers Etc. 
Dat Tapes & Data Cartridges 
Desk & Drawer Accessories And Organisers 
Desk Calendar Refills 
Drawing Equipment, Supplies & Accessories 
Diaries 
Dictating Equipment  
Dictionaries, Directories & Atlases 
Envelopes 
Filing And Storage Equipment And Supplies 
Erasers 
Exercise Books 
Guillotines & Paper Trimmers 
Labels 
Labelling Machines And Tapes 
Laminating Machines & Related Consumables 
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Loose Leaf Binders And Associated Products 
Markers, Highlighters & Similar Products 
Message Pads 
Nalclip Guns & Refill Clips  
Notebooks 
Notice Boards, Staff Movement Boards Etc 
Other Office Machine And Related Consumables 
Paper Pads - Note, Message, Office, Ruled, Plain Etc 
Pens 
Pencils 
Paper For Colour Printing 
Paper Punches 
Rubbish Bins 
Rulers 
Scissors 
Staff Movement Boards 
Staplers, Staples & Stapling Machines 
Stationery 
Street Directories & Maps 
Tags & Badges 
Tape And Tape Dispensers 
Tape Cassettes Audio & Video 
Transparencies 
Whiteboard Markers And Accessories 
Wrapping And Strapping Materials 
Writing Instruments And Related Consumables 

IT consumables 

Blank Optical Disks (CD-R/RW, DVD-R/RW) 
Data Cartridges 
Diskettes & Diskette Cleaning 
Computer Paper & binders 
Jazz / Zip Disks 
Inkjet cartridges 
Printer Ribbons 
Toner Cartridges 

Computer accessories 

Computer Cleaning Products 
CD and DVD storage 
Copy and Document Holders 
Headphones 
Keyboards 
Monitor Stands, Risers, Arms 
Mouse 
Mouse Pads 
Screen Filters 
Speakers 
Wrist supports 
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Canteen/Janitorial/Medical supplies 

Beverages (Coffee and Tea)  
Biscuits 
Catering Accessories 
Cleaning Supplies 
Cups, Cutlery, Jugs, Plates Etc 
Detergent 
First Aid Kits and Associated Products 
Kitchen Supplies 
Sugar 
Tableware 
Tissues 
Toilet Paper 
Towel Paper 

Environmentally Sustainable Products 

Both suppliers on this contract have a range of Environmentally Sustainable Products. When you 
engage with a supplier under this contract they should forward to you a list of the environmentally 
sustainable products that they have available. 

NSW Government has a Waste Reduction and Purchasing Policy (WRAPP). The purpose of 
WRAPP is to establish and implement an action plan for all government agencies, which promotes 
and does not discriminate against the purchase of recycled products and promotes minimisation, 
reuse and recycling generated wastes. 

The policy can be found at www.wrapp.nsw.gov.au 
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Section 3 – Suppliers 

The following Suppliers have been appointed to Contract 506 – Office Supplies. 

·  Corporate Express Australia Limited 

·  Moore Business Systems Australia Limited  

Customers may use either supplier to source their office supplies requirement. 

Corporate Express Australia Limited 
Contact: Customer Service ABN: 94 000 728 398 
Post address: Locked Bag 16 

Alexandria NSW 1435 
Site Address: 163 O’Riordan Street 

Mascot NSW 2020 
Telephone: 132 644 Facsimile: 02 9335 0789 
E-mail: orders@ce.com.au Internet: www.ce.com.au 

Delivery Times 

Next working day from receipt of order to all of NSW except very remote areas, which may require 
an extra day. 

Terms of Trade 

60 days from receipt of a correct claim for payment 

Discounts and Rebates 

Settlement Discount  - 1% for payment received within 30 days of receipt of invoice 

Volume Rebate  – based on expenditure over 6 months for a customer or a group of customers 

6 Month Expenditure Rebate Paid 
$500,000 - $749,999 0.5% 
$750,000 - $1.4million 1% 
$1.4million - $1.8million 1.25% 
$1.8 million or more 1.5% 

Order size incentive rebate  - Based on the average order size over a 6 month period 

Average Order Size Rebate Paid 
More than $300 1.5% 

Note: For each order received of a value less than $100, there will be $10 reduction in the rebate received, for the 6 
month accounting period only. 
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Electronic ordering incentive rebate  - Based on the percentage of orders received electronically 
over a 6-month period. 

% of Orders Placed Electronically Rebate Payable on  those Orders 
90% 1% 
95% 1.25% 
98% 1.5% 

EXP Rebate - Corporate Express have a “House Brand”, “EXP” and the following rebates are 
available to clients where their expenditure on EXP products exceed a certain percentage 

Level of EXP Expenditure vs. total 
purchase spend 

Rebate paid on that Expenditure 

40% 0.5% 
50% 1% 
65% 1.5% 

Long Term Customer Incentive Rebate  – Clients agreeing to use Corporate Express for the 
duration of the contract will qualify for an additional 1.25% rebate. 

Single Source Rebate - If a CEA receives 90% or more of the expenditure in 2 of the 4 following 
categories in addition to general office products and stationary- 

·  Canteen 

·  Janitorial Supplies 

·  Print & Forms Management 

·  Promotional Marketing 

Rebates are available as follows 

Number of Categories Rebate Level on Additional Cat egories 
to General Office Products 

2 1% 
3 1.5% 
4 2% 

 

Warranties and Guarantees 

Corporate Express will provide a lifetime warranty for all products supplied. Any product found to 
be faulty or fails to perform to the specifications as listed will be replaced at no charge 
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Moore Business Systems Australia Limited 
Contact: Customer Service ABN: 11 008 430 662 
Post address: PO Box 138 

North Ryde NSW 1670 
Site Address: 71 Epping Road 

North Ryde NSW 2113 
Telephone: 1800 675 406 Facsimile: 02 9815 0081 
E-mail: cs@moore.com.au Internet: www.moore.com.au 

Delivery Times 

Sydney Newcastle and Wollongong – next day from receipt of order 
Remainder of NSW – within two working days from receipt of order 

Terms of Trade 

Within 30 days from the end of the month after receipt of a correct claim 

Discounts 

Settlement Discounts 

·  0.3% for payment within 7 days from the date of receipt of invoice 

·  0.25% for payment within 14 days from the date of receipt of invoice 

Discount for Electronic Orders 

·  1% for any electronic order 
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Section 4 – Contract Conditions 

·  This section contains the key features of the contract conditions that may be of interest to 
customers. 

·  More on customer entitlements can be found in section seven. 

Organisations Eligible to Purchase from the Contrac t 

The following organisations are eligible to purchase from the Contract: 

a) Any Department, Agency or Office of the Commonwealth including any Statutory Authority 
constituted under Commonwealth legislation; 

b) Any Department, Agency or Office of any State or Territory of the Commonwealth, including 
any Statutory Authority constituted under State/Territory legislation; 

c) Any Council of a city, municipality or shire constituted by a State or Territory; 

d) Any other organisation constituted by or subject to an Act of Parliament either 
Commonwealth or State or by a Regulation thereunder; 

e) Any body or association, other than a trading, commercial or industrial firm or corporation, 
which conducts a service, not being a trade, business or industry followed or carried on for 
profit, at the request of the Government, in respect of such service; 

f) Any Authority, person, body, corporation, association or organisation, whether incorporated 
or not, to which permission has been given by the Minister for the Department of Commerce, 
or an official delegate of the Minister, to issue orders for supplies comprised in the 
Agreement. 

For the purpose of parts (d) and (e) above examples of typical organisations include, but are not 
limited to: 

·  Government Schools and Private Schools; 

·  TAFE Colleges; 

·  Public Hospitals and Area Health Services; 

·  Trustees of Public Parks; 

·  Boards; 

·  Tribunals; 

·  Commissions; and 

·  Registries. 
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For the purposes of part (f) above authorities to which permission has been given generally have: 

·  Charitable or benevolent status; 

·  Non-profit objective; 

·  Level of government subsidy/support. 

Examples are: 

·  Non-Government Schools; 

·  Pre-Schools/Kindergartens and Child Care Centres; 

·  Child Care Centres (excluding privately owned); 

·  Family Day Care Administrations; 

·  Nursing Homes (excluding privately owned); 

·  Other community based service providers; 

·  Student support groups which are established under the auspice of the relevant school or 
education institution; 

·  Arts based groups sponsored by the Ministry for the Arts. 

Operation of Nominee Purchasing 

Introduction 

The Nominee Purchaser Arrangement was created under section 18 of the Public Sector (Goods 
and Services) Regulation 2000 (NSW). The Regulation allows the State Contracts Control Board 
(“SCCB”) to provide access to suppliers of public sector agencies to SCCB Standing Offer 
Agreements for the provision of goods and services. These suppliers are known as Nominee 
Purchasers. The public sector agencies making the nominations are known as Nominating 
Agencies. 

What is a Nominee Purchaser? 

“Nominee Purchaser” means a supplier to a public sector agency, nominated by the public sector 
agency to be authorised to place Orders under Standing Offer Agreements for things done as 
such a supplier and registered by NSW Procurement. Access of Nominee Purchasers to SCCB 
Standing Offer Agreements: 

·  Is limited to Standing Offer Agreements relevant to the contract between the Nominating 
Agency and the Nominee Purchaser, and which are specifically listed in the Nominee 
Purchaser’s registration; and 

·  Is for a fixed period of registration, usually ending on the completion of the term of the contract 
between the Nominating Agency and the Nominee Purchaser. 
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A Nominee Purchaser must not purchase goods or services under a SCCB Standing Offer 
Agreement, unless they are related to its obligations under a contract with a public sector agency 
and are used during the term of such a contract or included or incorporated in works, goods or 
services to be provided to the public sector agency. 

If you have any further enquires, or are interested in using this facility please call the NSW 
Procurement Client Support Centre on 1800 NSW BUY (1800 679 289) or e-mail 
nswbuy@commerce.nsw.gov.au . 

Government Taxes, Duties and Charges 

All taxes, duties and charges imposed or levied in Australia or overseas in connection with the 
performance of this Agreement will be borne by the supplier. 

Title and Risk 

Title in the Deliverables shall pass to the Customer on satisfactory delivery of the Deliverables. 

Insurance 

The Supplier has arranged with a reputable insurance company: 

a. A public liability policy of insurance to the value of at least $20M in respect of each claim; 

b. A product liability policy of insurance to the value of at least $20M in respect of each claim; 

c. Worker’s compensation insurance as required by all relevant laws of Australia relating to 
worker’s compensation. 
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Delays and Emergencies 

From time to time the supply of goods from the Supplier may be delayed. The Supplier will take all 
reasonable steps to minimise the effect of the delays. 

An excusable delay is one which: 

a. Unavoidably delays the Supplier in the performance of its obligations under the Agreement; 

b. Is beyond the reasonable control of the Supplier; and 

c. Could not have been reasonably contemplated or allowed for by the Supplier before entering 
into the Agreement. 

The Supplier will inform you of the occurrence of any event, which is likely to adversely affect its 
performance of its obligations under the Agreement. 

If you consider that the event, which the Supplier claims to be the cause of the delay, is such as to 
justify an extension of the time for the delivery of the supplies, you may grant and notify the 
Supplier of such extension of time (usually within 2 working days after receipt of the Supplier’s 
claim for an extension). 

Settlement of Disputes 

If a dispute arises then both you and the Supplier must use your best efforts to resolve the 
dispute. 

Try to resolve the matter through discussions with the NSW Procurement Client Support Centre 
on telephone 1800 NSW BUY (1800 679 289) or e-mail nswbuy@commerce.nsw.gov.au . 

If, however, you are unable to resolve the matter then you should contact NSW Procurement. If 
the matter cannot be resolved by mutual agreement of both parties in consultation with NSW 
Procurement, the matter will be referred to expert determination. This more formal process will 
require you to keep a higher level of detailed documentation and records. 
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Section 5 – Frequently Asked Questions 

Q Can I enter into a Preferred Supplier Agreement o r Service Level Agreement with a 
supplier under this contract? 

A Yes, however unless you cite the 506 Office Supplies contract in the formal documentation 
used to establish the agreement you may be establishing a separate contract. That puts you 
at risk of losing your entitlements and protections under the contract. Suggested 
components of an agreement are shown in Appendix 1 of this guide. We suggest that the 
following wording be included in any agreement that is intended to utilise the terms and 
conditions of this contract. 

 “This agreement is established under the State Contracts Control Boards Contract 506 
Office Supplies, and all Terms and Conditions of that contract will apply except were 
explicitly varied by this agreement” 

 

Q The supplier has offered a Stationery Cupboard sy stem. Can that be done under the 
contract? 

A Suppliers may offer to supply stationary cupboards. The supplier will give you a purpose built 
cupboard situated on site, and will refill it on a regular basis with a list of items as agreed 
between the client and supplier. The cupboards can provide savings as clients do no need to 
generate regular orders for stationery. There should be no fees or charges to the client for 
using the cupboards, and pricing should no higher than the contract prices. Suppliers benefit 
as they can make scheduled rather than on demand deliveries. 

 An alternative arrangement is where the customers own cupboard or compactus is used but 
refilled it on a regular basis with a list of items as agreed between the client and supplier, in 
the same way as a Stationary Cupboard 

 

Q Where will updates to the contract guide be issue d? 

A This Contract Guide is designed to provide you with all the information required to make an 
informed and suitable decision when purchasing stationary, paper and general office 
products. Future Contract Guides and Contract Guide updates will be published on the NSW 
Procurement web site. 

 
The web site address is www.nswbuy.com.au. Pricing updates and articles about the 
contract will also be published in Better Buying as required. 
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Section 6 – Contract Administration & Supplier 
Performance Survey 

NSW Procurement Contact Numbers 

The Contract has been arranged and is administered by NSW Procurement. If you have any 
questions relating to the operation of the Contract then contact: 

NSW Procurement Client SupportCentre 
McKell Building 
2-24 Rawson Place 
Sydney NSW 2000 

Telephone: 1800 NSW BUY (1800 679 289) 
Facsimile: (02) 9372 8077 
E-mail: nswbuy@commerce.nsw.gov.au 
Internet: www.nswbuy.com.au  

To help us maintain a high level of service and to meet Agencies’ obligations under NSW 
Government Service Provider Performance Management Guidelines, we seek your feedback 
concerning suppliers’ performance under contracts established by NSW Procurement (a business 
unit of the Department of Commerce) on behalf of NSW Government Agencies.  

All reporting officers should be familiar with the requirements of the “Service Provider Performance 
Management” available on the Department of Commerce website at 
http://www.nswprocurement.com.au/PDF/Policy/Service-Provider-Performance-Reporting-
Guideline.aspx . 

The feedback form can be found on the NSW Procurement website at www.nswbuy.com.au or by 
calling the NSW Procurement Client Support Centre on 1800 NSW BUY (1800 679 289). 

PLEASE NOTE:   Not intended for use with Government Cleaning Contracts. 
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Section 7 – Customer Entitlements 

The following is a set of rights and entitlements of the Customer unless otherwise negotiated in a 
service level agreement between the Supplier and the Customer. 

This is not all of the rights and entitlements as stated in the contract but a selection and summary 
that is appropriate for this document.  It has been included to raise the awareness of Customers 
as to their rights under the contract, and is not intended to represent the contract or be a definitive 
statement of the rights of Customers and Suppliers under the contract.  

Please contact NSW Procurement Client Support Centre on telephone 1800 NSW BUY (1800 679 
289) or e-mail nswbuy@commerce.nsw.gov.au . 

Orders 

If a Customer, other than a Nominee Purchaser, places an Order with the Supplier during the 
Term, the Supplier must supply the required Deliverables to the Customer on the terms and 
conditions of the Customer Contract and in accordance with the Standing Offer Agreement 

The Customer is not obliged to order from a supplier under this contract 

Suppliers must fulfil all orders. 

The Suppliers must supply the particular models or products identified in their contract price list. 

The Suppliers may not substitute equivalent products or models without seeking consent from the 
Customer. 

Delivery 

The Supplier must deliver the Deliverables ordered within the delivery times stated in Section 3 to 
the desktop. 

If delivery has not occurred on time, and the Customer has not agreed to an extension of time, the 
Customer may cancel the order. 

The Supplier must ensure that all Deliverables are properly, safely and securely packaged and 
labelled for identification and country of origin. 

The Supplier must pay all packaging, freight, insurance, and other charges, in connection with 
return of Deliverables wrongly supplied. 

Delivery and receipt of the Deliverables shall not be taken to be an acceptance of the Deliverables 
by the Customer. 

Acceptance of delivery shall not prejudice the right of the Customer to maintain an action for 
breach of condition or warranty should the Deliverables prove to be of inferior quality or contrary to 
the requirements of the Customer Contract. 
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Payment 

All claims made by the Supplier shall be in the form of a Tax Invoice. A claim for payment shall be 
substantiated by an itemised account and the Supplier shall provide any further details in regard to 
the account that are reasonably requested by the Customer 

The making of a payment is not an acknowledgment that the Deliverables have been supplied in 
accordance with the Customer Contract, but shall be taken to be payment on account only. 

The Customer may deduct from amounts which may be payable or which may become payable to 
the Supplier, any amount due from the Supplier to the Customer in connection with the supply of 
the Deliverables. 

Reports 

The following reports are available to the Customer. The Supplier should make the Customer 
aware they are entitled to receive these reports. The Customer may request these reports for any 
period. The Supplier should consult with the Customer as to which reports they will receive.  

The reports are 

(a) Product Sales – giving volumes and spend for each product or model ordered 

(b) Data Dump – a spreadsheet showing details of every line of every invoice received so for 
clients that wish to have the raw data for manipulation 

(c) WRAPP Products – showing total spend with the Supplier of products relevant to the 
WRAPP policy. 

(d) Performance Statistics – showing statistics on delivery and invoicing, order profiles and 
online ordering. 

Customer Contract 

The 506 Office Supplies contract is a Standing Offer Agreement between the NSW Government 
and the suppliers. Customers may access the contract by placing an order. Once a Customer has 
placed an order with a Supplier under the contract a “Customer Contract” is formed.  

The terms and conditions applying for that Customer contract are those of the Standing Offer 
Agreement as well as any stated in the purchase order and agreed between the Customer and 
Supplier. 

Even if a Supplier and Customer agree to conditions applying to a customer contract, those 
conditions may be void if they are not more favourable to the Customer that those stated in the 
Standing Offer Agreement. 
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Appendix 1 - Service Level Agreements 

Guidelines for a Preferred Supplier Agreement/Servi ce Level 
Agreement 

Terminology 

In the context of the 506 Office Supplies Contract, a service level agreement (SLA) is where 
service levels above and beyond those set in the contract have been negotiated and agreed to by 
a Customer and a Supplier. 

A preferred supplier agreement is an SLA where the Customer agrees to source specific 
deliverables from a single Supplier for a specific period. 

General Guidelines 

The Customer should not accept a formal set of terms and conditions from a Supplier as part of 
the SLA. The SLA should be based on the contract terms and conditions with other terms and 
conditions negotiated only as required. 

Aspects of the 506 Office Supplies Contract that may be negotiated for an SLA are as follows 

1. Price – Coffee, Paper and Toner Cartridges may be subject to price adjustment through 
the course of the contract.  Consideration may be given to fixing the prices of all items 
under the SLA on a quarterly basis. Prices may at no time exceed those of the 506 Office 
Supplies contract. 

2. The duration of the SLA. 

3. Discounts and rebates - only rates that are more favourable to the Customer than under 
the 506 Office Supplies contract should be agreed to. 

4. Delivery arrangements - A Customer may agree to have longer delivery times or 
agreement to have regular scheduled deliveries in exchange for more favourable 
pricing/discounts/rebates. Time, frequency and location may be negotiated, but not other 
terms and conditions related to delivery. 

5. Scope - The items and services covered by the SLA 

6. Managed Price List - The list of items available for purchase may be set under the SLA. 
Orders may be restricted to that list for general procurement staff, with approval from 
higher staff required to purchase items not included in that list. The Supplier’s online 
ordering system should facilitate such restrictions. 

7. Invoicing – A Customer may prefer to have consolidation of invoices for several cost 
centres. Consult with the Supplier to ascertain the services available. 

The operating procedures and policies of the SLA shall not be less favourable than those offered 
by the Supplier under the Standing Offer Agreement 
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The SLA can take effect at any interval within the period of this Agreement as agreed between the 
Supplier and the Customer. The extension of the SLA shall be at the discretion of the Customer 
and Supplier. If you wish to establish or extend an SLA to a date beyond the end of the contract 
you should consult with the contract officer. 

The Customer may wish to include goods and services that are available from either Supplier that 
are not explicitly listed in section 2 – Range of Products, if they are relevant to an office-based 
Customer and are supplied by the Supplier in the normal course of their business. However, 
Furniture, and Networkable IT Devices, including Photocopiers, Printers and Multi-Functional 
Devices, may not be procured through the 506 Office Supplies Contract  

Please be aware that the terms and conditions of the contract were established to support the 
basic provision of office supplies. Many of the terms and conditions of the contract will provide you 
with deal of protection, however you should be aware that procurement of other goods and 
services may require further terms and conditions. NSW Procurement is available to you to 
consult regarding any such arrangements. Please contact the NSW Procurement Client Support 
Centre on telephone 1800 NSW BUY (1800 679 289) or email nswbuy@commerce.nsw.gov.au if 
you wish to use our services.  Also, please see Appendix 2 Alternative contracts. 

Components to be included in an SLA 

The documentation setting out the agreement should include or state the following- 

The nominated contract managers  - the Customer should nominate an officer in the agreement 
with the authority to liaise and negotiate with the Supplier on all aspects of the agreement.  The 
Supplier should name a counterpart. 

Identification of the parties  to the SLA (Supplier and Customer) 

Reference to the Standing Offer Agreement  - A clear reference should be in the SLA to 
Contract 506 Office Supplies.  For example “this agreement is established under State Contracts 
Control Boards Contract 506 Office Supplies, and all Terms and Conditions of that contract will 
apply except were explicitly varied by this agreement”. 

The period of the SLA  - State the commencement date and a termination date, or finite duration 
in years or months. 

Administrative matters  concerning the practicalities of the arrangement between the parties 
including but not restricted to: 

·  Addresses of the parties; 

·  Contact arrangements; 

·  List of the Customer's or Customers' authorised users; 

·  Ordering and payment arrangements and procedures; 

·  Specified range of contract services; 

·  Service Levels and Performance Indicators. 

Details of the negotiated conditions  that apply to the SLA between the parties. 
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Appendix 2 - Alternative Contracts 

Some products available on contract 506 are also available from the contracts below, from 
alternative suppliers. 

278 Electrical and Other Appliances 

Office machines such as binders, laminators and dictation equipment are available through 
278. 

1618 Housekeeping Products, Floor, Laundry & Washro om 

Janitorial products are available through 1618. 

500 Industrial, Construction and Electrical Hardwar e 

Batteries, torches, fans, electrical cords, powerboards and many other electrical and 
hardware products that may have an application in an office are available through 500. 

2390 Imaging Devices and Document Solutions 

Toner cartridges including remanufactured cartridges are available through 2390. 

 


