
  

 

OSA02 | Key Information 
The OSA02 form is a key component of onboarding new 
contingent (non-Casual) resources. Not only does it enable new 
contingent based resources to gain access to UNSW systems, 
it provides HR and IT with key information on the resource. 

It is essential the information you provide is correct. Please 
refer to key pointers on how to fill out the form. Don’t forget, if 
you have any questions – ask! 
          
          
          
          
          
   

          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
         

Engagement type: The correct engagement type MUST be selected as this data will be 
used by IT and Finance to set up the resource’s profile in the HR and Finance systems. 
 

 New Consultancy/Vendor staff (Consultants and Service Providers, e.g. Auditors, PWC Consultants, Tree 
Loppers, Security Guards, Cleaners, SOW Contractors - Service Based). Please use this option for Affiliates  
and non-Academic Visitors as well. 

 New Visiting Academic less than 3 months 

 Contractor > Agency Contractor (Contractors engaged via recruitment agency) 

 Contractor > Independent Contractor – Acc Pay (Non-Agency engaged contractors paid via invoices 
submitted to Finance – Accounts Payable) 

 Contractor > Statement of Work Resourcing (SOW Contractors - Resource Based, i.e. Resource hired from 
companies which are procurement identified preferred vendor companies) 

Start & end dates: access will only be granted between these dates. Ensure they correspond 
with the resources contract dates. 

 UNSW Department: ENSURING THIS DATA IS CORRECT IS ESSENTIAL! Finance and 
HR use this data to set up the resource’s profile. It is essential that the resource is mapped to 
the correct area. The correct codes can be found on the attached spreadsheet or in your RFA 
under NSFBU Name. 

Submitting the OSA02: This MUST be completed by the resource’s manager as the resource 
will be mapped to the person who submits this form 


