Agreement Management – Construction Consultancy Services above $50k 
Version 11 July 2022
Request the Consultant to submit a statused Agreement Program
Refer to clauses 3.7 & 3.8
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. Delete all 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.
Submission of an updated Agreement Program
The current Agreement Program, which you submitted on » insert the date when the most recent program was submitted, does not take into account the » insert the factors the program does not take into account, e.g.:
· actual progress of the Services and percentage complete of design activities;
· the intended start and finish dates of future activities 
In accordance with clauses 3.8 and 3.9 of the General Conditions of Agreement, please update the status of your current Agreement Program and ensure that it shows actual progress to date and forecast progress. Please submit the updated program no later than » insert the date for the submission of the updated program, eg 7 days after the date of this request.

Yours sincerely,


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




Guide Notes
This letter can be used when a statused/ updated program is required for any reason.
