Agreement Management – Construction Consultancy Services above $50k 
Sample letter – Version 11 July 2022

Advise the Principal’s assessment of Claimed Variation
Refer to clause 6.5 & 6.6
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. This letter also contains 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
	» 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.
» insert a description of the Claim: Principal’s assessment
I refer to your claimed Variation dated » insert the date of the Claim for » insert a description of the services. 
The Principal acknowledges that you have an entitlement to adjustments to » insert ‘the Agreement Price’ and/or ‘the Completion Date” as applicable. However, we have been unable to agree on the appropriate adjustments. I have therefore assessed the value of the adjustments.
INCLUDE THE RELEVANT PARAGRAPHS BELOW, AS APPLICABLE.
The assessed adjustment to the Agreement Price is an increase of $ » insert the applicable increase.
The assessed adjustments to the Completion Date is » insert the extensions of time granted to reach Completion of the Works
END OF PARAGRAPHS.
The basis for these assessments is provided in the attached document, which contains a breakdown of the cost of the additional services and an analysis of the effect of that work on the Agreement Program.

Yours sincerely,


» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person
Encl. 1




Guide Notes
Details should be attached explaining the Principal’s position.  They could be in the form of comments on the details of the Claim. Remember that these documents may be produced in an Issue resolution process, Security of Payments Act adjudication or expert determination.
