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	Commercial Fact Finder
Terms & Conditions Package


		Commercial Fact Finder
Partnership/Unitholders/

Shareholders’ Agreement
2 or more Principals



	Commercial Document Fact Finder

Service Agreement




Terms and Conditions Package Fact Finder

	This fact finder (for use by MOORESLEGAL clients) is designed to help to ensure that we have the necessary information to prepare a terms and conditions package for your sale of goods, services or goods and services.  The package includes tailored terms and conditions, an application for credit, 1 one hour meeting and, where appropriate, directors guarantees and warranty terms and conditions. 
Please complete the information sought in this fact finder prior to your meeting with us.

	Please complete if a particular person at MOORESLEGAL needs to receive this fact finder (otherwise leave blank)
	Attention:

	BUSINESS DETAILS (please print)

	Name of Vendor Company/Business
	

	Registered Office or Postal Address
	

	ACN (if company) and no of directors to sign documents, ie 1 or 2
	
	No of Directors

	Contact Person
	

	Contact Nos
	(Business) 
	(Home) 

	
	(Fax) 
	(Mobile) 

	Email address
	

	Preferred address for drafts
	[image: image1.wmf] Email address [image: image2.wmf] Postal address

	Annual client update (complimentary)
	[image: image3.wmf] Yes [image: image4.wmf] No

	Referring advisor’s name, address, telephone no & email (for forwarding copies of documents)
	

	
	

	
	


	Need for other business-specific related advice? 
· Incorporation of company

· Partnership agreement

· Other agreements (confidentiality, joint venture, loan)

· Structuring (including tax effective structures) and asset protection advice

· Debt recovery – advice, demands, court actions and mercantile agency ($0 if no recovery) available.

· Review of supplier agreement/distribution arrangements

· Advice re workplace relations/employment issue

· Advice re leasing, landlord or tenant issues

· Advice re trademarks, business names and other intellectual property

· Privacy policy



	Information for Preparation of Terms and Conditions

	1. Is your business a 
· sole trader

· company

· partnership

· trading trust

· partnership of trusts

· partnership of trusts with corporate trustee

· none of the above

· other (specify)
	Client Responses 

	2. Nature of Business
Examples:

· manufacture and wholesale sale of office supplies

· manufacture and installation of office equipment

· import and retail sale of office equipment

· installation of office equipment

· retail sale of office cleaning products

· retail sale of office cleaning services

· sale of agency services for placement of office cleaning contractors.
	

	3. Are goods/services for example:

· provided immediately?

· ordered then later provided?

· provided immediately and ordered if not in stock?

· made to order

· combination


	

	4. To whom are your goods or services sold?

· retailers

· general public

· public through own shop/outlet 

· wholesalers

· users of website

· combination of above

Please tick all relevant boxes
	

	5. Where will terms and conditions appear?

· quotation

· purchase order

· invoice

· sign

· webpage

· auto-generated response

· letter to client

· promotional material

· combination

· elsewhere  (please explain)
	


	6. How is payment made?

· upfront

· deposit and invoice

· invoice

· combination 

(please tick all relevant boxes)

Credit

· where payments are not always upfront, how many days credit is given?

· how much interest on late payments?
Do you use a price list?

Where does it appear (printed page, web etc)


	

	7. Special Payment Terms

· immediate payment if buyer encounters financial difficulty?
· discount for early payment?
· discount for cash payment?
	


	8. What percentage of your client base are  companies (names ending with “pty ltd” or “ltd”?
	

	Goods Section – Only complete if you sell goods or goods and services.


	

	9. If a warranty is given, who undertakes warranty work?

· self

· third party

· buyer’s choice
	

	10. How are goods delivered?

· we deliver

· buyer picks up

· our carrier delivers

· buyer’s carrier delivers

· combination 

(please tick all relevant boxes)

Delivery is

· included

· extra

· combination 

(please tick all relevant boxes)
	

	11. How are goods installed?

· we install

· purchaser installs self 

· purchaser engages third party

· we engage third party

· we engage third party on buyer request

· combination 

· other

(please tick all relevant boxes)

Installation is

· included

· extra

· combination

(please tick all relevant boxes)
	

	12. Will goods be incorporated into another product or on-sold by the buyer?
	


Fact Finders 

Separate fact finders are available for estate/asset protection planning; powers of attorney; family, unit & testamentary trusts; specific purpose trusts such as child support, superannuation death benefit & estate proceeds trusts; charitable trusts & prescribed private funds; managed partnerships; & funded business succession, business management, retirement, shareholder & service agreements.

Statement of Advice:  This fact finder is for general information gathering purposes for a legal practice only and should not be regarded as being comprehensive or be relied on as (or in substitution for) legal, personal, financial or other professional advice.  See the Fact Finders section at www.mooreslegal.com.au for latest version and cross references.  
© MOORESLEGAL February 2010
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	MOORESLEGAL Pty Ltd (ACN 005 412 868)
(DX 12808 Box Hill)
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Fax: (03) 9898 0333


-  FF CTC1 -

- FF CTC4 -

[image: image6.jpg][image: image7.jpg]