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

Instruct the Consultant to rectify a non-complying Plan
Mentioned in Agreement Information item 6 and clause 3.7
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 a complying Plan is required.
Use Option 2 when a non-complying Plan has been submitted.
Option 1 - when a complying Plan is required before the Consultant starts work. 
	» 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.
Non-complying Plan 
Under clause 3.7 of the General Conditions of Agreement and Agreement Information item 6 you are required to provide a Services Delivery Plan for the performance and completion of the Services. 
You have not yet submitted the required Plan and have therefore failed to comply with the Agreement.  Please do so promptly and within 5 Business Days of the date of this letter.
Yours sincerely,

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





Option 2 - when a Plan has not been provided
	» 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.
Plan Not Provided
Under clause 3.7 of the General Conditions of Agreement and Agreement Information item 6 you are required to provide a Services Delivery Plan for the performance and completion of the Services. 
The Plan you have submitted fails to meet the requirements of the Agreement because » insert a description of, or reference to, the requirement(s) that have not been met. 
You are instructed to rectify the non-compliances identified above and resubmit the plan within » insert a reasonable time, eg 2 or 3 Business Days.

Yours sincerely,


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





Guide Notes
Both options apply to the Services Delivery Plan required by the Agreement 
Any review should consider the requirements given in Volume 4, The Services

