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Appendix A – Virtusa Time Record keeping and Supplier Invoice Processing Requirements 
 

This  Ad dend um is entered in to and made e f fec t ive  as of 23- Ju ly -  2020 ( “ E f fec t ive  Dat e” )  
by  and bet ween  V i r tusa Co nsu l t i ng  Serv ices  Pr iva t e  L im i ted  (“ Vir tus a”) ,  and hav ing  its 

registered off ice at “ No. 34, IT Highway, Navalur, Chennai-600130” and___________________ 

___ __ __ __ ___ __ __ __ __ __ ___ _  ___ __ __ __ __ __ ___ __ __ __ __ _  (“ Sup pl ier  ”) wi th a 
pr incipal place of business at _________________________________________________________ This 

Agreement  governs the terms and condit ions under  which the Supplier  shall perform 
certain services to or on behalf  of Virtusa. 

 
Further to the discussion between the Part ies, the following shall be an addendum and 
form an integral part of the agreement  dated __________________ between Vir tusa 
and the Supplier  and the statements  of work and purchase orders executed pursuant 
thereto ( collect ively, “ Agreement ”)   

 

1. Adherence to Virtusa’s Time entry practice as may be applicable to project or company as a 
whole from time to time 

 

a. Supplier  is hired to support  on a Virtusa project ( external or internal) as a third- 
party  contractor  shall adhere to Virtusa ’ s t ime record keeping pract ice as 
requ i red  and d i rec ted  by V i r tusa  . 

 
b. Supplier,  therefore,  must  maintain a record of i ts act iv it ies  as per project  / 

depar t ment  nor ms in Check In i.e . V i r tusa ’s time record  kee p ing sys tem or such  other  
s ystem as directed by Virtusa f rom t ime to t ime . This is applicable even i f 
the  S upp l ie r  is h i red  to work d i rec t ly  at a V i r tusa  clien t l oca t ion  and this  sh a l l  be  
in a dd i t ion  to any  V i r tusa Cl ie n t  man dated time ent ry  k eep in g prac t ic e  as may be 
applicable. 

 
c. Supp l ie r  must  en ter  t ime on a week ly  bas is  by end of Fr iday  / las t day of the  

work week or as otherwise directed by Virtusa. Please refer  Virtusa ’ s t ime entry 
po l ic  y f rom t ime to t ime fo r any  upd ates .  A t t ache d  are the  Fr equ ent ly  Asked  
Quest io ns  ( A nnex ure  I ) fo r re fere nce  on the  same.  

 
2. Pre-requisites for processing of Virtusa Supplier Invoices 

 
a. Supp l ie r  must  have a va l id  S ta te ment  of W ork (“ SOW ”)  and PO to ra ise  an 

invo ice .  V i r tusa  sha l l  not  be l iab le  to make  any paym ents to the Sup p l ie r  fo r any  
invoices submit ted without  a valid SOW and PO. 

b. I f Supplier  is support ing the Delivery funct ion of Virtusa, each invoice must 
contain details  of only one indiv idual resource provided by Supplier . For 
Suppliers suppor t ing internal funct ions of Virtusa such as facil it ies, human 
resources etc,, Supplier  may submit a consolidated invoice in case mult iple 
indiv iduals  are provided. 

c. Expen ses,  i f any must  be c la im ed  th roug h  a s epara t e  invo ice  and sha l l  on ly  be  
payable i f pre- approved by Virtusa in wr it ing . 

d. The cur renc y l is ted in the invoice shall match the currenc y set forth in the 
applicable SOW and PO. 

e. Invoices shall be submitted on or before 10 th day of the calendar  month following 
the month in which services were provided by Supplier. 

f. Invoices must  be shared over email as per the following: 
- For US and Canada: Vir tusaContractorAP@vir tusa.com 
- For EM EA: V i r tu sa Co nt ra c to rA PE ur @ vi r t usa .co  m 
- For India and APAC ( other  than SL) : Vir tusacont ractor in@virtusa.com 

mailto:VirtusaContractorAP@virtusa.com
mailto:VirtusaContractorAPEur@virtusa.com
mailto:Virtusacontractorin@virtusa.com
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- For SL: AccountspayableSL@vir tusa.com 
 

g. Each invoice submit ted to Virtusa for processing must contain the following: 
i. Valid Purchase Order ( PO) number and copy of valid SOW 

ii.  Virtusa subcont ractor ID along with full name of contractor  / OSP ent it y 
iii.  Durat ion for which services rendered. 

iv. Bil l ing quant it y i . e. hours of services rendered / days / f ixed fees,  as 
may be applicable. 

v. Approv ed  hours  on Check In as sup por t ing  doc um enta t i on  ( in 
screenshots format) . 

vi. ‘ B i l l -  to  / Sh ip -  to’  ad dress  must  match  wi th  that  of PO.  
 

h. Any updates to bank account,  email ID, etc. must  be communicated to the 
applicable email ID set forth in c lause 2 ( f ) above as well as to the appropr iate 
Virtusa Recruitment SPOC. Further,  for any quer ies related to invoice 
processing,  Supplier may wr ite to the applicable email ID set forth in c lause 2 ( f ) 
above. 

i. By  sig n ing  th is  Ad dend um,  Sup p l ie r  a ckn o wl edg es and agrees that it has read  and 
understood the FAQs set forth in Annexure 1 hereto and shall comply with the 
same. 

 

3. Indemni ficat ion 
 

Suppl ie r  sha l l ,  at a ll  times  here in a f te r ,  save and  keep har mles s  and indemni f ie d  Vir tusa, 
including i ts respect ive directors,  off icers,  and employees and keep 
them indemnif ied f rom and against any third - par ty  c laim, demand,  losses, 

liabil it ies or expenses of any nature and kind  whatsoever ,including without        
liim itat ion,  all reasonable legal and l i t igat ion costs and expenses ( including 
reasonable  attorney’ s fees)  as incurred as a result of acts,  omissions, 
negligence,  misconduct  or breach of obligat ions under this Addendum or under 
the Agreement /  SOW commit ted by the Supplier. 

 
 

Other than the amendments  expressly set forth herein above,  all other  provis ions of the 
Agreement shall remain un- amended and shall cont inue to be valid and fully binding 
and enfo rce ab le  as they  ex is t  as of the date of this Adden dum.  Any cap i t a l ize d  te rms 
used herein but not def ined herein shall have the meanings given to such terms in the 
Agreement.  In the event of a conf lict  between the terms and condit ions of the 
Agree ment  and the te rm s  and con d i t ions  set  fo r th  in this Adde ndu m, the te rms and 
condit ions of this Addendum shall prevail. 

 
 

By Supplier                                                                  Virtusa Consulting Services Private Limited 

                                                                                     

                                                                                   

 
 
Signature: __________________________                     Signature: _____________________________  
 
PRINT NAME: ______________________  PRINT NAME______________________________ 
 
TITLE: ____________________________  TITLE____________________________________ 
 
DATE: ____________________________  DATE____________________________________ 

 

mailto:AccountspayableSL@virtusa.com

