	SERVICE ORDER



Engages a service from a third party: what is done, what is paid, what is delivered and how it is accepted
	Document code
	[OS-___]
	Version
	1.0

	Date
	[DD/MM/YYYY]
	Document owner
	



1. Order details
	Service order No.
	[DD/MM/YYYY]
	Date issued
	[DD/MM/YYYY]

	Who engages the service (company or individual)
	[ ]
	Requesting area
	[ ]

	Authorised by
	[ ]
	Currency
	[ ]



2. Details of the service provider
	Name or company name
	[ ]
	ID or tax number
	[ ]

	Type (individual / company)
	[ ]
	Representative or contact person
	[ ]

	Phone
	[ ]
	Email
	[ ]

	Address
	[ ]
	Notes
	[ ]



3. Service engaged
[Describe the service precisely: what is done, where and how far it goes. If there are several work fronts, number them.]
	Place where it is provided
	[ ]
	Supervisor or person receiving the service
	[ ]

	Start date
	[DD/MM/YYYY]
	End date
	[DD/MM/YYYY]

	Hours or way of working
	[ ]
	Notes
	[ ]



4. Commercial terms
	Item
	Amount
	Payment terms

	Price of the service
	
	

	Agreed advance
	
	

	Payments per milestone
	
	

	Agreed discounts or withholdings
	
	

	Total value of the order
	
	



	Agreed payment term
	[ ]
	What is needed in order to pay (report, acceptance record, documents)
	[ ]



5. Deliverables and how they are verified
	No.
	Deliverable or milestone
	When it is delivered
	How it is verified

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6. Obligations of the provider
Provide the service with competent staff and the necessary items.
Follow the site safety rules and the supervisor's instructions.
Be liable for damage caused to property or third parties during the work.
Provide reports, evidence and documents when requested.
Keep confidential any information they have access to.
7. Obligations of the party engaging the service
Allow access to the site during the agreed hours.
Provide the information and items that correspond to it.
Review the deliverables and reply within the agreed timeframes.
Pay according to the commercial terms of this order.
8. Staff, gear and safety
	Staff assigned (number and profiles)
	[ ]
	Do they use their own gear and protective equipment? (Yes / No)
	[ ]

	Site rules they must follow
	[ ]
	Who is liable for damage and for cleaning the area
	[ ]



9. Acceptance and signatures
The provider accepts the terms of this service order and states that they know the scope, the deliverables and the payment terms. Any change of scope is agreed in writing before it is carried out.
	
SERVICE PROVIDER
Full name, ID or tax number and signature
	
PARTY ENGAGING AND AUTHORISING
Name, position and signature
	
WITNESS
Full name, ID and signature


	This is a general-purpose internal template. It is not legal advice: have your advisor or accountant review it and adapt it to the rules that apply to you before you use it.



	Once signed, file this document with its attachments in the area folder. Keep a copy for each of the signing parties.
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