
Transactional Task-Line
Supply of Goods and Services
Topic Covered: 
Commercial Transactions

Scenario:
Company A has purchased a new computer hardware server for its head office and 
wants to hire an IT specialist (the Service Provider) to set up the new server and 
transfer all data from Company A’s old server to the new one. The older server  
holds extensive confidential information pertaining to Company A’s business and 
trade secrets.



Consider how to protect the confidential information residing 
on the server while the service provider performs the services. 

Resources:
• Confidentiality and Non-disclosure Agreements Checklist
• Practice Note, Confidentiality and Non-disclosure Agreements

Set out the key terms that will form the basis of the master 
agreement in a non-binding preliminary document. 

Resources:
• Standard Document, Letter of Intent: Commercial Transaction
• Standard Document, Memorandum of Understanding: 

Commercial Transactions 

Draft and negotiate the service agreement. 

Resources:
• Standard Document, Services Agreement (Pro-Customer, 

Short Form)
• Practice Note, Contract Negotiations: Business Briefing

Consider how to effectively draft the formal service agreement.

Resources:
• Practice Note, Drafting or Reviewing a Commercial Contract
• Practice Note, Risk Allocation in Commercial Contracts
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Transactional Task-Line: Supply of Goods and Services

Draft and negotiate a confidentiality agreement with the 
service provider. 

Resources:
• Standard Document, Confidentiality and Non-disclosure 

Agreement: General (Long Form, Unilateral, Pro-discloser)
• Standard Document, Confidentiality and Non-disclosure 

Agreement: General (Short Form, Unilateral, Pro-discloser)

CLOSE

Draft and negotiate specific clauses to address potential 
changes to the scope of work.  

Resources:
• Standard Clause, Services Agreement: Change Order Clause 

(Change Directives)
• Standard Document, Services Agreement: Change Order 

Clause (Change Order Request Procedure)Draft and negotiate a statement of work itemizing the specific 
services to be provided by the service provider (to be included 
as a schedule to the services agreement). 

Resources:
• Standard Document, Statement of Work (Goods or Services)
• Practice Note, Drafting and Negotiating an Effective 

Statement of Work: Business Briefing

Draft a change order form to be used to change the scope of 
services while the services agreement is being performed (to be 
included as a schedule to the services agreement). 

Resource:
• Standard Document, Services Agreement: Change Order 

Form

Appoint a contract manager to appropriately manage the 
services agreement during the contract life cycle. 

Resource:
• Practice Note, Contract Management: Overview
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