Agreement Management – Construction Consultancy Services above $50k 
Sample letter – Version 11 July 2022
Respond to the Consultant’s advice on the effects of a proposed Variation
Mentioned in clauses 6.3 & 6.4
User guidance
[bookmark: _Hlk75781521]This template letter is for use in managing Agreements based on the Construction Consultancy Services (CCS) standard form for Construction Consultancy Services above $50,000. The standard form templates are provided on the buy.nsw website: https://buy.nsw.gov.au/resources

Refer also to the guide notes provided at the end of this sample letter.
[bookmark: _Hlk75781804]Instructions in the sample text below have been highlighted in yellow. If highlighting is not visible, go to File/ Options then click on the Display tab, tick the ‘show highlighter marks’ check box and click the OK button. These letters also contain options. Guidance on the options is provided in red text. Delete all red text and highlighting after drafting the letter.
Sample text for letter to the Consultant
Below are two options which may apply:
Use Option 1 when the effects advised by the Consultant are agreed. 
Use Option 2 when the Principal does not fully agree with the effects advised by the Consultant.
Option 1 - when the effects advised by the Consultant are agreed. 
	» insert the date                                                                  Ref. No. » (if applicable)

The Consultant,
» insert the name of the Consultant
ABN » insert the Consultant’s ABN
» insert the Consultant’s address
Attention: » insert the name of the Consultant’s Authorised Person

» insert the Agreement name
Agreement No. » insert the Agreement No.
Variation number » insert the Variation number: » insert a brief description
I refer to your letter dated » insert the date of the Consultant’s proposal advising the anticipated effects of the proposed Variation for » insert a detailed description of the Variation work to clarify what is required.
The Principal agrees with the effects of the Variation as set out in your letter and you are now instructed to proceed with this Variation. 
The Agreement Price, taking into account the accepted price adjustment of $» insert the Consultant’s proposed price, is now $» insert the adjusted Agreement Price.
The extended date for Completion of the Works, taking into account the effect of this Variation, is » insert the extended date for Completion.
Yours sincerely,


» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person



[bookmark: option2]Option 2 - when the Principal does not fully agree with the effects advised by the Consultant.
	» insert the date                                                                  Ref. No. » (if applicable)

The Consultant,
» insert the name of the Consultant
ABN » insert the Consultant’s ABN
» insert the Consultant’s address
Attention: » insert the name of the Consultant’s Authorised Person

» insert the Agreement name
Agreement No. » insert the Agreement No.
Proposed Variation for » insert a brief description of the possible Variation
I refer to my request, made in accordance with clause 6.3 of the General Conditions of Agreement, for advice as to the anticipated effect of the above proposed Variation. The Principal does not agree with your assessment of the anticipated effects of this proposed Variation, set out in your letter dated » insert the date of the Consultant’s letter setting out the anticipated effects, for the following reasons:
» insert details of the reasons for disagreement.
IF APPLICABLE, INCLUDE ONE OF THE FOLLOWING OPTIONS.
ALSO SEE NOTE 2 FOR OTHER OPTIONS.
OPTION 1
Would you please take these factors into account and provide, within » insert the number of Business Days (5 Business Days is suggested if time permits) Business Days, an amended assessment of the effects of the proposed Variation for consideration.
OPTION 2
The Principal would agree with the anticipated effects, subject to the following amendments:
» insert the required amendments to the Consultant’s anticipated price and time adjustments or other factors. 
Would you please advise, as soon as possible, and within » insert the number of Business Days (5 Business Days is suggested if time permits) Business Days, whether you are prepared to proceed with the Variation on the basis of these proposed amended adjustments » insert ‘and terms’ if the Principal identified additional conditions of different effects.
END OF OPTIONS
Yours sincerely,


» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person




Guide Notes
1. It is good practice to confirm the extended date for Completion even if there is no entitlement to an extension of time on account of the approved Variation, ie the extension of time is ‘NIL’ working days.
2. Sample letter Option 2 can be used to reject the Consultant’s proposal entirely (by omitting the optional text) or to request an amended proposal from the Consultant or to request a response to amendments proposed by the Principal. These alternatives may be useful where there is a minor issue with the Consultant’s proposal, eg an error in the calculation of the price adjustment or an over-estimate of the effect on time.  The Sample letter provides for the alternatives. 
