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PLAN MANAGEMENT SERVICE AGREEMENT

101 Plan Management | Plan Management Service

	Legal provider
	Direct Care Australia Pty Ltd

	ABN
	25 133 753 563

	NDIS registration group
	0127 - Management of funding for supports in participants' plans

	Plan Management contact
	invoices@101planmanagement.com.au



	PARTICIPANT DETAILS

	Participant full name
	

	Preferred name
	

	NDIS number
	

	Date of birth
	

	Residential address
	

	Email
	

	Phone
	

	Preferred communication
	Preferred method:  Email / Phone / Other: ______________________________

	Interpreter / accessible format required?
	Required:  No / Yes    Details: __________________________________________



	REPRESENTATIVE / NOMINEE (IF APPLICABLE)

	Name
	

	Relationship / capacity
	

	Email
	

	Phone
	

	Authority verified
	NDIS nominee / Guardian or administrator / Other authority / N/A
Details (if applicable): _________________________________________________

	SERVICE AGREEMENT COMMENCEMENT

	Service Agreement Commencement Date
	____ / ____ / ______



Agreement duration. This agreement begins on the Service Agreement Commencement Date shown above and continues until ended in accordance with this agreement. It is not limited to the start or end dates of a particular NDIS plan.
If the participant's NDIS plan is changed, extended, replaced or otherwise updated, this agreement continues to apply unless the parties agree in writing to vary it or the agreement ends under Section 12. The parties will review and update relevant service, funding and contact information as needed.
	1. PURPOSE AND SCOPE OF PLAN MANAGEMENT


This Service Agreement sets out how 101 Plan Management will provide financial administration for the participant’s plan-managed NDIS funding, the responsibilities of each party, the participant’s communication and approval preferences, and the authorities needed to process claims and payments.
Plan Management is a financial administration service. It does not replace the participant’s right to choose providers, make decisions about supports, or control how their plan is used within NDIS rules.
Our Plan Management service includes:
· an establishment/onboarding process and confirmation of the participant’s Plan Management preferences;
· accessing plan and budget information needed to perform Plan Management, where the participant has chosen us and the NDIA has recorded the required relationship;
· receiving and checking provider invoices and participant reimbursement requests;
· checking that claims relate to plan-managed funding, the relevant plan/funding period, available budget and an NDIS support;
· checking invoice information, pricing, duplication and other indicators of error or irregularity;
· obtaining the participant’s approval or applying the standing financial authority selected in this agreement before submitting claims;
· submitting eligible claims to the NDIA/provider portal and keeping claim records;
· paying providers or reimbursing the participant after NDIS payment is received, subject to valid payment details and any required checks;
· monitoring plan-managed budgets and notifying the participant if spending appears materially off track;
· providing a monthly financial statement; and
· assisting with payment queries and an orderly transfer if the participant changes Plan Managers.
We will not knowingly claim an invoice against an inappropriate budget or process an invoice that we reasonably believe does not meet NDIS claiming requirements. We may hold an invoice while we seek information, confirm participant approval, check provider details or investigate a suspected error, duplicate, fraud or other irregularity.
	2. PLAN MANAGEMENT FEES

	Support item
	Description
	Unit
	Current 2026-27 price

	14_034_0127_8_3
	Plan Management - Monthly Fee
	Month
	$104.45


The Plan Management fee will be claimed in accordance with the current NDIS Pricing Schedule and applicable claiming rules. The rate above is the NDIS 2026-27 national price at the date this agreement was prepared. If NDIS pricing changes during this agreement, we will apply only a price permitted by the NDIS. Any proposed price change will be discussed with the participant and will not be applied until the participant agrees to the change.
There is no separate charge to the participant outside their NDIS funding for standard Plan Management services unless a charge is lawful, clearly explained and separately agreed in writing.
	3. ENTIPRIUS PLAN MANAGEMENT SYSTEM AND PARTICIPANT WEB ACCESS


We use Entiprius as our Plan Management information and financial administration system. We use the system to store and manage information needed to provide your Plan Management service, including your contact and NDIS plan details, provider details, invoices and receipts, invoice approvals, claim and payment records, reimbursement records, budget information, monthly statements and relevant correspondence.
Your information in Entiprius will only be accessed by authorised workers who need it to provide Plan Management, administer your account, meet NDIS requirements or perform approved compliance and audit functions. We will apply reasonable access, privacy and information-security controls and manage suspected privacy or cyber incidents under our organisational procedures.
Participant web access. We will provide you with secure web access to the Entiprius participant portal using your nominated email address. The portal may be used to view information relating to your Plan Management account, including available plan/budget information, invoices, invoice approval requests, claim or payment status and financial statements, subject to the functions available in the system.
If you choose invoice approval before processing, Entiprius may be used to send and record invoice approval requests. You remain responsible for telling us promptly if an invoice is incorrect, unknown, disputed or relates to a support that was not delivered. If you cannot use the web portal or need an accessible alternative, we can arrange another agreed approval or communication method.
Portal security and availability. Your Entiprius login is personal to you. Please keep your login credentials secure, do not share them with unauthorised persons, and tell us as soon as possible if you believe your account or email has been compromised. We may temporarily suspend portal access where reasonably necessary to protect information. If Entiprius is temporarily unavailable, we may use another approved communication method to continue essential Plan Management functions.
	4. MONTHLY FINANCIAL STATEMENTS - PARTICIPANT PREFERENCE


We will provide a financial statement at least monthly. The statement will show the participant’s plan-managed spending position, including spending to date, remaining balance and information about whether spending appears on track. The participant can change the delivery preference by contacting us.
	MONTHLY STATEMENT DELIVERY PREFERENCE

	Delivery method:  Email / Post / Both

	Email address: __________________________________________________________

	Postal address (if applicable): __________________________________________

	Monthly statements will still be provided even if there has been little or no activity during the month, unless the NDIS permits a different approach.

	5. INVOICE APPROVAL AND CLAIM AUTHORISATION PREFERENCE


The participant must be aware of and approve claims for their supports. Please select the approval arrangement that best reflects how you want us to manage invoices. Your selection below is your instruction and financial authority for Plan Management services provided under this agreement.
	DO YOU WANT ACCESS TO APPROVE INVOICES BEFORE WE PROCESS A CLAIM?

	Available arrangements:
1. Review and approve each invoice before a claim is submitted.
2. Standing authorisation for invoices from providers/supports I have authorised, provided each invoice passes Plan Management validation and is within my plan-managed funding.
3. Custom approval arrangement.

	Selected arrangement: ____________________________________________________

	Approval method/details:  Entiprius / Email / Other: _______________________
Custom conditions (for example new providers, invoices over a nominated amount, reimbursements or another condition):
________________________________________________________________________

	We will contact you before processing if an invoice is unusual, disputed, outside your authority, from an unknown/new provider where approval is required, appears duplicated or irregular, or cannot be validated against your plan and NDIS requirements.

	Entiprius participant web access
	Web access will be provided to the participant / authorised representative

	Email for Entiprius web access
	

	If invoice approval is selected and approval is not received
	After ______ business days:  Follow up / Continue to hold / Other: __________________

	6. CONSENT AND AUTHORITY FOR PLAN MANAGEMENT FINANCIAL ADMINISTRATION


By signing this agreement, the participant or authorised representative gives Direct Care Australia Pty Ltd, through 101 Plan Management, limited authority to carry out the following financial administration activities for the participant's plan-managed NDIS funding while this agreement remains in effect:
· receive invoices and supporting documents from the participant’s chosen providers;
· check invoice details, NDIS support eligibility, plan/funding period, available budget, applicable pricing and duplicate/irregular transaction indicators;
· allocate eligible invoices to the appropriate plan-managed support type/category for claiming purposes;
· submit eligible payment claims to the NDIA/provider portal in accordance with the approval arrangement selected above;
· receive NDIS payments and pay the relevant provider or reimburse the participant where appropriate;
· contact providers, the NDIA and authorised representatives to clarify invoices, claims, budgets or payment issues;
· hold, decline, correct, cancel or adjust a claim where needed to address an error, insufficient funding, ineligible support, duplicate claim, suspected fraud or other compliance concern;
· maintain records and reconcile claims, payments, invoices and participant funding records; and
· provide budget information, statements and alerts about material overspending or underspending risks.
Important limitation. This is a limited Plan Management authority only. It is not a general power to make financial, legal, health, lifestyle or personal decisions for the participant. We do not choose the participant’s providers, sign other providers’ service agreements for the participant, change the participant’s NDIS plan, request changes to the plan, or commit the participant to supports unless separate lawful authority has been given.
	FINANCIAL ADMINISTRATION AUTHORITY

	By signing this Service Agreement, the participant gives Direct Care Australia Pty Ltd, through the selected Plan Management service, the limited financial administration authority described in Section 6 for the participant's plan-managed NDIS funding while this agreement remains in effect.

	If this agreement is signed by an authorised representative or nominee, that person confirms that their authority permits them to give this authority on the participant's behalf.

	This authority can be changed or withdrawn by written notice. If authority needed to perform Plan Management is withdrawn, we may be unable to continue Plan Management and will discuss transition arrangements with the participant.

	7. PRIVACY, CONFIDENTIALITY AND INFORMATION SHARING


We respect the participant's privacy and will handle personal information in accordance with applicable privacy law, including the Privacy Act 1988 and the Australian Privacy Principles where they apply, together with NDIS confidentiality, record-keeping and information-security requirements.
Information we may collect and use includes identity and contact details, NDIS number and plan information, nominee or representative details, provider and invoice information, financial transaction and reimbursement information, claim records, correspondence, communication preferences and other information reasonably required to deliver Plan Management or meet legal and regulatory obligations.
We collect, use, store and disclose participant information only where reasonably necessary to provide and administer Plan Management, where the participant has authorised an optional disclosure, or where use or disclosure is otherwise permitted or required by law. Relevant information may be shared with:
· the NDIA and NDIS provider portals for plan access, claiming, payment and related administration;
· the participant's chosen providers where needed to validate invoices, resolve payment enquiries or correct claim information;
· the participant's authorised nominee, representative, Support Coordinator or other nominated person, within the scope of the authority given by the participant;
· Entiprius and other approved technology, banking, payment or records systems used to deliver and administer Plan Management;
· auditors, professional advisers, insurers or regulators where access is necessary, lawful and appropriately controlled; and
· the NDIS Quality and Safeguards Commission, law enforcement or other authorities where reporting or disclosure is required or permitted by law.
Direct Care Australia Pty Ltd, ABN 25 133 753 563, is the legal provider and operates both 101 Plan Management and Plan on Track. To provide and administer Plan Management, participant information may be accessed and managed by authorised Direct Care Australia workers supporting either Plan Management service and through shared organisational systems, including Entiprius, where reasonably necessary for service delivery, invoice and claim processing, participant support, finance, quality, compliance, audit, information security or legal obligations. This is internal information handling by the same legal provider. Access is limited to authorised workers who need the information for their role, and information will not be used across the services for unrelated purposes without an appropriate lawful basis or separate consent where required.
We will take reasonable steps to protect information from misuse, interference, loss and unauthorised access, modification or disclosure. Access will be role-based and limited to what is reasonably required. Suspected privacy or cyber incidents will be managed under our incident, privacy and information-security procedures.
The participant can ask to access or correct personal information we hold, subject to applicable law. The participant can also change or withdraw optional authorities or consents, including authority for us to discuss information with a nominated person. Withdrawal does not require us to delete records that we are legally required to retain and may affect how some Plan Management functions can be delivered.
	8. OUR RESPONSIBILITIES


· provide Plan Management in a respectful, transparent and timely manner and support participant choice and control;
· act only within our Plan Management role, participant authority, NDIS rules and applicable law;
· use reasonable financial controls to reduce errors, duplicate payments, incorrect claims and fraud risks;
· keep appropriate records supporting claims and payments;
· pay valid provider invoices or participant reimbursements promptly after receiving payment from the NDIS, generally within 5 business days where no hold or issue applies;
· provide monthly statements and notify the participant if spending appears materially off track;
· protect personal and financial information and manage complaints and incidents appropriately;
· declare and manage actual, potential or perceived conflicts of interest; and
· support an orderly transition if the participant chooses another Plan Manager.
	9. PARTICIPANT / REPRESENTATIVE RESPONSIBILITIES


· tell us how you want to communicate and how invoice approvals are to be managed;
· choose providers and make sure you have agreed to the supports they deliver;
· tell us as soon as possible if a service was not delivered, an invoice is incorrect or you dispute a charge;
· provide requested receipts/evidence for participant reimbursements and accurate nominated payment details;
· review monthly statements and tell us about unknown, duplicated or incorrect transactions;
· monitor your overall plan and avoid knowingly overspending your available budgets;
· tell us promptly if your NDIS plan is changed, replaced, suspended or ends, or if your nominee/representative arrangements change;
· provide accurate information and cooperate with reasonable requests needed to validate claims or meet NDIS compliance requirements; and
· notify the NDIA and complete any required portal steps if you choose to change or remove your Plan Manager.
	10. PARTICIPANT REIMBURSEMENTS


Where the participant has paid for an eligible NDIS support and requests reimbursement, we will process the request only where sufficient evidence is provided, the support relates to plan-managed funding, the claim meets NDIS requirements and funding is available. Reimbursements will be made to the participant’s or authorised representative’s nominated reimbursement account after applicable verification.
We may ask for a receipt, tax invoice, proof of payment or other supporting information. Reimbursement requests may be held or declined where evidence is insufficient, funding is unavailable, or the purchase cannot lawfully be claimed from the NDIS plan.
	11. FEEDBACK, COMPLAINTS AND CONFLICT OF INTEREST


The participant can raise feedback or a complaint without disadvantage. We will handle complaints fairly, confidentially where appropriate and in accordance with our Complaints Management procedure. You may use an advocate or support person.
	Direct Care Australia
	1300 122 730

	Plan Management email
	invoices@101planmanagement.com.au

	Feedback / complaints email
	feedback@directcare.com.au

	NDIS Quality and Safeguards Commission
	1800 035 544 | www.ndiscommission.gov.au


You do not have to complete our internal complaints process before contacting the NDIS Quality and Safeguards Commission.
We will disclose and manage any actual, potential or perceived conflict of interest. The participant remains free to choose providers and is not required to use another service operated by Direct Care Australia Pty Ltd.

	12. CHANGES, REVIEW AND ENDING PLAN MANAGEMENT


Changes to this agreement should be discussed and recorded in writing. The agreement should be reviewed if the participant’s NDIS plan, Plan Management arrangements, authority, statement preference or invoice approval preference changes.
The participant may end this Service Agreement or change Plan Managers at any time. Where practical, we ask for at least 14 days’ written notice and an intended end date so we can manage outstanding invoices, prepare final budget information and support an orderly transition. This requested transition period does not limit the participant’s right to ask the NDIA to change or remove their Plan Manager at any time.
The participant can contact the NDIA to change or remove their Plan Manager. If the NDIA ends our Plan Manager relationship or portal access before a requested transition period finishes, our ability to submit or process claims ends when our authority or access ends. We will not claim for periods or transactions we are no longer authorised to manage.
If we decide to end Plan Management, we will give the participant at least 28 days’ written notice and continue to meet our Plan Management obligations during the notice period, unless a shorter period is permitted or required by law, the NDIS or a regulator.
On transition, we may finalise appropriate claims only while we remain authorised and recorded to do so, provide final budget information, and forward outstanding invoices to the new Plan Manager where appropriate. Once our Plan Manager relationship ends in the NDIS system, outstanding invoices may need to be processed by the new Plan Manager.
This agreement continues until it is ended in accordance with this agreement. It ends when Plan Management is removed from the participant's NDIS arrangements, when the participant ceases to be an NDIS participant, when the Plan Manager relationship or required authority/access ends, or when either party ends the Plan Management relationship under this agreement. A change, replacement or new NDIS plan does not by itself end this agreement.
	13. GST, CONSUMER RIGHTS AND GOVERNING REQUIREMENTS


Where the requirements for GST-free NDIS supports are met, Plan Management services will be treated accordingly. Nothing in this agreement excludes or limits rights that cannot lawfully be excluded under the Australian Consumer Law or other applicable law.
This agreement is intended to operate consistently with the NDIS Act 2013, applicable NDIS Rules, the NDIS Code of Conduct, NDIS Practice Standards relevant to registration group 0127, current NDIA Plan Management guidance, provider-portal relationship requirements and the current NDIS Pricing Schedule. If an NDIS requirement changes and conflicts with this agreement, the current legal or regulatory requirement will apply and we will update the agreement where needed.
	14. PARTICIPANT DECLARATIONS AND CONSENTS


14. PARTICIPANT ACKNOWLEDGEMENT AND AGREEMENT
By signing this Service Agreement, I confirm that I have had the opportunity to read and understand the agreement, ask questions and have the information explained to me in a way I understand. I agree to the terms of the agreement and give the limited Plan Management financial administration authority described in Section 6.
I acknowledge the privacy and information-handling arrangements in Section 7, including that Direct Care Australia Pty Ltd operates both 101 Plan Management and Plan on Track and that authorised Direct Care Australia workers supporting either Plan Management service may access and manage my information through shared organisational systems where reasonably necessary to provide and administer Plan Management.
I understand that I retain choice and control over my providers and supports, I am responsible for authorising claims under my selected claim-authorisation arrangement, I will receive monthly financial information, I can change or end Plan Management at any time, and I can make a complaint internally or directly to the NDIS Quality and Safeguards Commission.
	AGREEMENT SIGNATURES


By signing below, the parties agree to the terms of this Plan Management Service Agreement. The participant or authorised representative confirms the information, preferences, authorities and acknowledgements recorded in this document.
	Participant / Representative Name



	Signature



	Date
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