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•  – 29 & 30
April 2025, 1pm – 4.30pm (AEST/AEDT), 1 delivery

•  – 25 March 2025, 11:30am – 2.30pm
(AEDT) & 24 July 2025, 11:30am – 2.30pm (AEST/AEDT), 2
deliveries

•  – 19 June 2025, 11:30am - 2.30pm
(AEST) & 23 October 11:30am – 2.30pm (AEST/AEDT), 2
deliveries

•  – 30 April 2025,
11.30am - 2.30pm (AEDT/AEST)

•  –
22 July 2025 – 1pm – 4.30pm (AEDT/AEST)

•  – 14
October 2025 – 1pm – 4.30pm (AEDT/AEST)

•  – 16 October
2025 – 11.30am - 2.30pm (AEDT/AEST)

•  – 13 February
2025, 11.30am - 2.30pm (AEDT/AEST)

•  - 19 February 2025, 1pm –
4.30pm (AEDT/AEST)

•  – 14 May 2025, 1pm –
4.30pm

•  – 23 & 30 July 2025, 1pm – 4.30pm
(AEDT/AEST), 1 delivery

•  – 18 & 25 November 2025, 1pm – 4.30pm

Each course will allow up to 20 participants, and will occur 
as scheduled with a minimum number of three 
participants. 

Each course will be delivered via MS Teams, hosted and 
managed by Erin Riley. MS Teams meeting invitations/links 
will be issued to the National Indigenous Australians 
Agency (NIAA).  Courses will be created in the NIAA’s 
Learning Management System (LMS) with the MS Teams 
link. Facilitators and any administrative or IT support 
members from  Erin Riley must be prepared to open 
sessions no less than 15 minutes prior to the scheduled 
commencement time to allow participants to join, and 
ensure any IT issues can be resolved before the session 
commences. 

Joint, or NIAA branding must be included on all course 
materials (including presentations, handouts, and 
workbooks) for all courses.  Branding and templates will be 
provided by the NIAA. 

All course materials must be emailed to the Project Officer 
no less than 1 week prior to the delivery date to be vetted. 

Document 1

FOI/2425/052

s47

s47

s47

s47

s47

s47

s47

s47

s47

s47

s47

s47

R
el

ea
se

d 
by

 th
e 

N
at

io
na

l I
nd

ig
en

ou
s 

Au
st

ra
lia

ns
 A

ge
nc

y 
un

de
r F

O
I

OFFICIAL

OFFICIAL



They will then be made available to registered participants 
via the NIAA’s LMS three business days prior to the 
session. All course material must include joint branding 
and an acknowledgement of country.  

The NIAA will provide Erin Riley with a list of registered 
participants three days prior to the session. All 
communication between Erin Riley and participants will be 
via the Project Officer. Email communication from  Erin 
Riley to participants without the oversight of the Project 
Officer can only be used for the purpose of resolving IT 
issues should they occur during the session. 

The NIAA will provide Erin Riley with a QR code to capture 
feedback from courses. Please ensure the QR code is 
added to the final slide of the presentation for courses, 
and that facilitators request participants scan the code to 
complete the feedback form prior to closing. It is the 
NIAA’s expectation that this is the only 
evaluation/feedback requirement of participants. A copy of 
the feedback can be provided upon request. 

Erin Riley will send the Project Officer an invoice for 
services delivered upon completion of each session. 
Payment for invoices will be processed within two (2) 
weeks of completion of each session. 

Erin Riley will provide the NIAA with insights from each 
session including any other feedback participants may have 
provided to the facilitator via email no later than two days 
after the conclusion of each session.  

2. Work Order Term Contract expires on 31 December 2025. The Work Order may 
be extended for 2 x periods of up to 2 months each at the 
discretion of the Commonwealth and issued through Change 
Order and agreed to by both parties. 

3. Warranty Period Note the Warranty Period of the particular service 
requirement. Note the Deed covers a 12 month warranty 

4. Referees No referee contact details are required 

5. Commonwealth Material The Commonwealth will supply internal documents, policies, 
and procedures to assist with customisation and context 
setting of the course(s).  

This material, as well as National Indigenous Australians Agency 
branded presentations and other course materials, cannot be 
distributed further. 

6. Payment- Charges This is a ‘fee for service’ arrangement and the Commonwealth 
will only pay for services delivered.  

The maximum contract value of up to $ 27,000.00 (inc. GST) is 
not to be exceeded. 
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3.3 Contractor Response and Criteria 

•

Cost of delivery $

•  – 2 deliveries

Cost of delivery $

•  – 2 deliveries

Cost of delivery $ 

•

Cost of delivery $ 

•

Cost of delivery $

•

Cost of delivery $

•

Cost of delivery $ 

•

Cost of delivery $

•

Cost of delivery $ 

•

Cost of delivery $ 

•

Cost of delivery $ 

•

Cost of delivery $ 

•

Cost of delivery $ 

7. Insurance Requirements 

The Contractor is bound by the 

insurance amounts set out in 

Schedule 5, Item 7 unless 

specified within this Item 7 of 

Schedule 3.  

The Contractor must take out, maintain and keep current 
during the Term and for six years after its expiration or earlier 
termination, the following insurances covering its liability 
arising out of this Contract: 

i. Public and Product liability insurance with a limit of
liability of not less than $10 million for each and every
event;

ii. Professional indemnity insurance with a limit of
liability of not less than $10 million for each and every
event and $20 million in aggregate; and

iii. workers compensation and employer’s liability
insurance required by law.
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The Contractor must respond to each of the following Items. 

1. Contractor’s Details    

    

        

  

  

2. Contractor’s Address for 
Notices 

        

3. Subcontractors The Contractor agrees that the following work will be 
undertaken by: 

• Specified Personnel

4. Criteria for the Contractor to 
provide for NIAA assessment 

         
           

    

          
         

 

5. Service Charge Description            
         

   

6. Contractor Personnel        
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WOR Execution Page 

Signed for and on behalf of the National 
Indigenous Australians Agency by an authorised 
officer in the presence of: 

........................................................... 
(Signature of Authorised Officer) 

Title: 

........................................................... 
(Printed name of Authorised Officer) 

Date: 

............................................... 
(Signature of Witness) 

…………………………………... 

(Printed name of Witness) 

Signed by Erin Riley (ABN 21 909 203 633) in 
accordance with section 127(1) of the 
Corporations Act 2001 (Cth) by authority of its 
directors and in the presence of: 

............................................... 
(Signature of Director) 

…………………………………. 

(Printed name of Director) 

............................................... 
(Signature of Director/Secretary) 

…………………………………. 

(Printed name of Director/Secretary)  
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