	
	
	



Service Agreement / Purchase Order
This Service Agreement (the "Agreement") is made and entered into on this [Date, e.g., 20th December 2025] (the "Effective Date"), by and between: [Your Organisation's Legal Name], with an address at [Your Organisation's Address] ("Client"), and [Supplier's Legal Name], with an address at [Supplier's Address] ("Supplier").
1. Scope of Work
The Supplier agrees to provide the following services/goods to the Client (the "Services"). This section outlines the services in clear and specific terms.
[Describe the services or goods in detail. Include specifications, quantities, and other key requirements.]
Example: The Supplier will deliver 500 units of custom-designed widgets (Model X1) that meet the specifications outlined in Appendix A. The Supplier will also provide a one-year warranty on all parts and labor.
2. Term of Agreement
This Agreement shall commence on the Effective Date and will remain in effect until [End Date, e.g., 7th August 2026], or until the Services are completed, unless terminated earlier in accordance with Section 6.
3. Payment Terms
	TERM
	DETAILS

	Total Amount
	[e.g., $10,000]

	Payment Schedule
	[e.g., 50% deposit upon signing, 50% upon completion]

	Payment Method:
	[e.g., Bank transfer, Invoice]

	Currency
	[e.g., USD, KES]

	Taxes:
	The total amount excludes/ includes applicable taxes such as VAT. Taxes will be handled as per local regulations.

	Late Payment Penalty
	Payments not made within [e.g., 30] days of the due date will incur a [e.g., 5%] late fee.


4. Deliverables and Milestones
The Supplier agrees to deliver the Services in accordance with the following milestones:
	Deliverable
	Description
	Due Date

	Deliverable 1
	[e.g., Initial design mock-ups]
	[Date]

	Deliverable 2
	[e.g., 100 units of the product]
	[Date]

	Final Deliverable
	[e.g., All 500 units delivered and installed]
	[Date]



5. Performance & Quality Standards
The Supplier shall perform the Services in a professional and workmanlike manner, meeting all specifications and quality standards outlined in Appendix A. Any defects identified by the Client shall be remedied by the Supplier at no additional cost within a reasonable timeframe.
6. Termination
This Agreement may be terminated:
· For Cause: By either party upon [e.g., 30] days’ written notice if the other party breaches a material term of this Agreement and fails to remedy such breach within the notice period.
· For Convenience: By either party with [e.g., 30] days’ written notice, provided that all outstanding obligations are settled.
7. Confidentiality
Both parties agree to treat all information exchanged under this Agreement as confidential. No such information shall be disclosed to third parties without prior written consent, except where required by law.
8. Intellectual Property Rights
Unless otherwise agreed in writing, all work products, materials, and deliverables created in connection with this Agreement shall be the sole property of the Client.
9. Independent Contractor
The Supplier shall operate as an independent contractor. Nothing in this Agreement shall be construed as creating an employment, partnership, or agency relationship between the parties.
10. Warranties and Representations
Each party represents and warrants that:
· It has the legal authority to enter into and perform this Agreement;
· The execution of this Agreement will not breach any other contractual obligations.
11. Limitation of Liability
Neither party shall be liable to the other for any indirect, incidental, special, or consequential damages, except for cases of gross negligence, fraud, or willful misconduct.
12. Force Majeure
Neither party shall be held liable for delays or failure in performance due to circumstances beyond their reasonable control, including natural disasters, pandemics, wars, or government restrictions.
13. Dispute Resolution and Governing Law
In the event of a dispute, the parties agree to resolve the matter amicably through good faith negotiations. If unresolved, disputes shall be submitted to arbitration in [City, Country] in accordance with applicable arbitration rules.
 This Agreement shall be governed by and construed in accordance with the laws of [Jurisdiction].
14. Amendments
This Agreement may only be amended or modified in writing, signed by both parties.
15. Anti-Corruption Compliance
The parties agree to conduct all activities under this Agreement in accordance with applicable anti-corruption and anti-bribery laws and to avoid any action that may be interpreted as unethical or unlawful.
16. Entire Agreement
This Agreement, including all appendices, constitutes the entire understanding between the parties and supersedes all prior agreements and communications.
17. Signatures
By signing below, the parties acknowledge that they have read, understood, and agreed to the terms of this Agreement.
For Client:
 Name: [Your Name]
 Title: [Your Title]
 Signature: _______________________
 Date: _______________________
For Supplier:
 Name: [Supplier’s Representative Name]
 Title: [Supplier’s Representative Title]
 Signature: _______________________
 Date: _______________________


Appendix A: [Title, e.g., Product Specifications]
[Attach any relevant documents, specifications, drawings, work plans, or timelines.]
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