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

Advise the Consultant that Completion has not been achieved
Refer Clause 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. 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.
Completion not yet achieved
I refer to » insert details of the Consultant’s notification, eg ‘your letter dated ### notifying’ or ‘your advice at a Site meeting on ###’ that » insert ‘the Services” has reached Completion.
The Principal does not agree that this work has reached Completion because;
· » insert details of the reasons for the Principal’s opinion e.g. refer to an attached list of identified defects and omissions.
Please note that I have only identified some issues that need to be addressed. As you are aware, it is the Consultant’s responsibility to:
· manage and ensure that the quality of the Services complies with the requirements of the Agreement; and to
· control non-conforming services and undertake corrective and preventative action as and when necessaryy;
INCLUDE THE FOLLOWING SENTENCE IF APPLICABLE DUE TO THE EXTENT OF DEFECTS OR LACK OF QUALITY CONTROL MEASURES.
It does not appear that you have complied with your Quality Management Plan.
Please notify me when these matters, and any other defects & omissions you identify, have been addressed.

Yours sincerely,


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



[bookmark: option2]Guide Notes
1. Don’t fall into the trap of becoming the Consultant’s quality controller and trying identifying all defects and omissions.
