


Waka Kotahi NZ Transport Agency Research Programme invoicing requirements

If you are going to be invoicing Waka Kotahi for the first time, we would appreciate you completing the Waka Kotahi Finance supplier maintenance form on the following page and returning it to Karen Brodie (karen.brodie@nzta.govt.nz).    

When invoices are submitted for completed Waka Kotahi research project milestones the following criteria are required:

1. Ensure invoiced milestones are 100% complete and that the invoice is accompanied by an up-to-date Research Programme progress and payment form, showing that the milestone/s being invoiced are 100% complete.

2. Show the following reference number in addition to the research project number on invoices:

Reference: WBS 80002107

Important note – your invoice may be automatically rejected by our invoicing system if the above reference number is not shown

3. Include the invoice and the progress and payment form in the same PDF file.

4. Submit invoices in PDF format to apinvoices@nzta.govt.nz, copied to karen.brodie@nzta.govt.nz.

5. Submit multiple invoices as separate PDF files, ie one invoice plus progress and payment form per PDF.
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For any queries regarding the above – contact Karen Brodie, Programme Coordinator, karen.brodie@nzta.govt.nz, 07 928 7921. 
PART A – SUPPLIER TO COMPLETE
	Trading as Name (If Applicable) 
	

	Registered Supplier Name 
	

	NZBN Number
	

	Full Registered Address 
	

	Full Postal Address (if different) 
	

	GST Number 
	

	Supplier Website address 
	

	Email address (to receive remittance advice) 
	

	Supplier Contact Name and Number 
	



	Bank Account – Bank/Branch/Suffix 
	   /      /     

	Bank Account Name 
	      

	Payment Term 
The Agency’s payment terms are 10 business days following receipt of the invoice
	​​

	Attach Proof of Bank Account 
	Internet Banking screen shot or Deposit slip. Bank Proof must include Bank name, logo, account number and account name. 

	Does a current contract exist between you and the Agency for this spend? 
If no you will need to accept the Agency PO T&C
	 


I [insert name of supplier contact] confirm the information provided is true, accurate and in full. 
Where no current and relevant contract between Waka Kotahi and I exists. 
I accept Waka Kotahi’s Purchase Order Terms and Conditions for all purchases made by Waka Kotahi. 
[bookmark: _GoBack]If you have any questions or concerns with the PO Terms or Conditions, please email Procurement@nzta.govt.nz.

[bookmark: _MON_1633175039] 
	Signature
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NZTA PO Ts and Cs
 

NEW ZEALAND TRANSPORT AGENCY

PURCHASE ORDER TERMS AND CONDITIONS

 [image: https://infohub.nzta.govt.nz/otcs/cs.dll/38309549/Waka-Kotahi_RGB.jpg?func=doc.Fetch&nodeid=38309549]

These terms and conditions shall apply to the agreement for the supply of goods and/or services between the supplying party (“the Supplier”) and the New Zealand Transport Agency (“the Agency”).
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1. ACCEPTANCE OF ORDER

1.1 Unless the Supplier and the Agency have executed a separate written agreement specific to the supply of the goods and/or services, then these terms and conditions (the Order) shall become the exclusive and binding agreement between the Supplier and the Agency when this Order is accepted by the Supplier (whether by execution or by delivery of the goods or services). 

2. TERMS OF PAYMENT

2.1 Unless otherwise shown, the total price stated on the face of the Order is exclusive of GST.  If no price is stated then the price shall be the agreed price between the parties or where no price has been agreed the Supplier’s published or standard price less all discounts for trade supply, favoured customer status, prompt payment and all other available reductions.  The price is inclusive of all goods, materials, labour, delivery costs, plant, power and everything else required to complete the Order.

2.2 [bookmark: _Ref13487008]The Agency’s cost centre and WBS number (if applicable) must be shown on all packages, invoices and correspondence.

2.3 The Supplier’s invoice must be sent to apinvoices@nzta.govt.nz.

2.4 Subject to compliance with this Order, the Agency’s payment terms are 10 business days following receipt of the invoice.

3. TIME OF THE ESSENCE

3.1 The Supplier shall fulfil the Order by delivery of goods or performance of the agreed services strictly in accordance with any times specified in the Order.  Such times may be amended by agreement between the parties in writing.

3.2 The Supplier is not liable for delays caused by circumstances not within their control, provided the Supplier shall give the Agency due notice, in writing, immediately such delays are forseen and will make all reasonable efforts to deliver the goods or provide the services as close as possible to the original delivery date.

4. QUALITY OF GOODS AND SERVICES

4.1 If the Order includes the provision of goods, unless otherwise specified, all goods shall be new and unused, of merchantable quality and fit for their purpose and all statutory and other provisions for the protection of purchase of goods shall apply for the benefit of the Agency. 

4.2 If the Order includes the provision of services, the Supplier will carry out the Services and will not assign or subcontract the whole or any part of the services to any third party without the Agency’s prior written consent.  The Supplier will provide competent qualified personnel to carry out the work,and will comply (and ensure its agents/employees comply) with all statutes, rules and other requirements in carrying out the work, including the Health and Safety at Work Act 2015.

4.3 The Agency may reject in part or full any Order where goods or services are of inferior quality, contrary to specification, in an unsatisfactory condition, not functioning in the way they were designed to function, or are otherwise unsatisfactory to the Agency or where the Supplier is unable to fill the order.  At the Agency’s option, the Supplier shall supply further goods and/or services which are acceptable to the Agency or shall credit the Agency for any rejected goods and/or services.

5. [bookmark: _Ref13641386][bookmark: _Ref13491568]DEFAULT AND CANCELLATION

5.1 At the sole option of the Agency, and without prejudice to any other remedy or right, the Agency may terminate this Order effective immediately if the Supplier breaches any term of this Order and fails to remedy the breach within 10 days of giving written notice to the Supplier specifying the breach and requiring it to be remedied.  

5.2 The Agency may, by written notice to the Supplier, terminate the Order immediately if the Supplier becomes bankrupt, ceases to carry on business, goes into liquidation, becomes insolvent, appoints a receiver or enters into a formal proposal for a compromise with its creditors under the Companies Act 1993.

5.3 The Agency may terminate this Order by giving the Supplier 10 days written notice.

5.4 In the event of termination, any outstanding orders at termination will be deemed cancelled.

6. CONFIDENTIALITY

6.1 The Supplier shall not (without the prior written approval of the Agency), whether during or after the period for delivery or performance under this Order, disclose to any person or in any way use any Confidential Information of the Agency which is acquired by the Supplier through its performance or purported performance of its obligations under this Order. 

6.2	For the purposes of this Order, “Confidential Information” means information that by is by its nature confidential, or is provided by the Agency, or any information about the Agency, its business, personnel or clients gained during this Order that is not already in the public domain, including all Personal Information (has the meaning given in the Privacy Act 1993), or information which either party knows or ought to know is confidential.

7. INDEMNITY

7.1 The Supplier will fully protect, indemnify and hold harmless the Agency, its officers, employees and agents from and against any liability, losses, damages, actions, proceedings, claims, demands, costs and expenses incurred in connection with any breach by the Supplier of any term of the Order or the negligent or wrongful act or default of the Supplier or any of its employees, subcontractors or agents.  This obligation continues after the termination or expiry of the Order.

8. SUPPLIER OBLIGATIONS/PRIVACY

8.1 The Supplier warrants that it:

(a) Will comply with the Supplier Code of Conduct, meaning the New Zealand Procurement Supplier Code of Conduct at:https://www.procurement.govt.nz/assets/procurement-property/documents/supplier-code-of-conduct.pdf

(b) has no conflict of interest in supplying the goods or services, or entering into this Order and must do its best to avoid situations that may lead to a Conflict of Interest arising.

(c) Will comply with Privacy Laws (means any laws, regulations, codes of practice and approved information sharing agreements insofar as they regulate the collection, processing, storage, use and/or disclosure of information about individuals, in each case as amended or replaced from time to time), and not do anything with the Agency’s Personal Information that is likely to cause the Agency to breach the Privacy laws;

(d) Will not use or disclose the Agency’s Personal Information (including to any subcontractors or employees) except as strictly necessary to comply with this Order;

(e) Will implement and maintain reasonable security safeguards to protect the Agency’s Personal Information, including from unauthorised use or disclosure;

(f) not transfer (or permit the transfer of) the Agency’s Personal Information outside New Zealand or Australia except as agreed in writing by the Agency;

(g) Will promptly return and/or irreversibly erase all the Agency’s Personal Information (at the Agency’s option) once no longer required for the performance of the Services and otherwise where directed by the Agency;

(h) Will promptly notify the Agency if it becomes aware of, or has reason to suspect the existence of, a Data Breach and take all practicable steps to mitigate the effects of the Data Breach and co-operate with the Agency’s investigation of the Data Breach as reasonably necessary to enable the Transport Agency to meet its obligations under the Privacy Laws;

(i) Will not comment publicly, including to the media, about any Data Breach, or any breach of this clause 8, without the written consent of the Agency; and

This clause 8 survives the expiration or earlier termination of this Order 

9. [bookmark: _Ref13489714]INTELLECTUAL PROPERTY

9.1	Exclusive ownership of and title to intellectual property developed or created specifically for the Transport Agency during performance of the Services shall immediately and directly vest in the Transport Agency upon its creation.

10. DISPUTES

10.1 [bookmark: _Ref13489693][bookmark: _Ref526331355]Good faith negotiations: If there is any dispute or difference which may arise between the parties concerning the interpretation of this agreement or otherwise concerning the subject matter of this agreement, the parties will in the first instance negotiate in good faith to settle the dispute or the difference.

10.2 [bookmark: _Ref13489709][bookmark: _Ref526331467]Senior Managers: If the dispute or difference referred to in clause 10.1  cannot be settled by good faith negotiations between the parties within 10 days of the dispute arising, such dispute or difference may be referred to senior managers (including the chief executive of each of the parties) nominated by each of the parties.

10.3 Mediation: If the dispute or difference referred to in clause 10.1 cannot be settled by the senior managers of the parties within 20 Days of the dispute or difference being referred to such senior managers, such dispute or difference may be referred to the mediation of a single mediator agreed between the parties or, in the absence of agreement, appointed by the President for the time being of the New Zealand Law Society.

11. NOTICES

11.1	Any notice to be given under this Order must be in writing and must be delivered by email (to the last known respective contract managers of the parties), or by post (to the respective parties registered or head office), and will deemed to be received at the time the email enters the recipients information system and is not returned undelivered or as an error, or if by post, on the 7th day after the date it was sent.

12. GOVERNING LAW AND JURISDICTION



12.1 This order will be construed and take effect as a contract made in New Zealand and will be governed by New Zealand law, and the parties submit to the non-exclusive jurisdiction of the New Zealand courts.

13. EXECUTION

Signed for and on behalf of the Supplier:

………………………………….(name and designation) Date: …………………
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