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This Key Engagement Terms (KET) template, developed by VICPA and SNBA, supports both creative freelancers and businesses in Singapore’s nightlife scene. It serves as a practical guide to help both parties clearly discuss and document key terms, ensuring fair and responsible engagements that benefit everyone involved.



Key Engagement Terms 

	Section A | Contracting Details

	Client name (“Client”)

	SEP name (“SEP”)

	Client contact details 
(e.g. name of contact person, mobile number, email)

	SEP contact details 
(e.g. mobile number, email)

	Client business address (If any)

	SEP ACRA registration number or NRIC (last 3 digits + last alphabet)


	Contract period

	

	Section B | Deliverables and Fee Payment

	Deliverables
1. Area and scope of project/each assignment

e.g. [Name of SEP] is required to perform [Name of Performance] for ABC company.



2. Description* of project/each assignment
*Description should include at least the (i) expected task(s) to be completed, (ii) due date for each task, and (iii) acceptance criteria for each task. All details included should be discussed and mutually agreed by both parties.

e.g. [Name of SEP] shall perform [Number] hours for ABC company. [Name of SEP] is required to report at [Time] on DD/MM/YYYY at [Name of Location].




	Fee Payment
1. Payment amount for assignment

e.g. state amount clearly in Singapore dollars

2. Due date of payment for assignment
[Name of Client] to pay SEP within 30 days after receipt of invoice. 




	Section C | Variation of Terms By Client and SEP

	
Variation of the Agreement should only be done through mutual agreement of both Parties.
The terms of engagement shall only be varied by written and signed agreement between the Parties.


	Section D | Termination or Postponement of Assignment By Client and SEP

	
Either party can terminate/postpone the contract as long as there is notice of 30 days given to the other party in the form of a written documentation. 


	Section E | Dispute Resolution

	In the event of dispute, either party can: 
1. Seek mediation at the Singapore Mediation Centre or
2. File a claim at the Small Claims Tribunals or 
3. Seek VICPA’s assistance [For only VICPA’s members]


	Section F | <Client and SEP to Insert Additional Mutually Agreed Sections>

	<Client and SEP can include any mutually agreed terms for this section>

E.g. Some additional sections that could be considered and might be relevant:
1. Progressive payments or deposits for longer term and higher value engagements 
2. Copyright and Intellectual Property rights 
3. Transport related benefits (i.e. transport allowance, parking coupon, etc.)


	
The Client agrees to engage the SEP on the key terms stated in this form. The SEP will perform the deliverable, and the Client agrees to pay the SEP in accordance with the fee payment stated at Section B.

Read, Agreed and Signed By:

	



	
	
	

	Name and Designation of Client or Client’s Representative


	
	Name of SEP

	
	
	

	
	
	

	Signature of Client and Date
	
	Signature of SEP and Date
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