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

Request information about a Sub Consultant
Refer to clause 3
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.
Request for Sub Consultant information: » insert a description of the relevant sub consultant services
In accordance with clause 3 of the General Conditions of Agreement, you are requested to provide the name and address of the proposed Sub Consultant for » insert a description of the Sub Consultant services.  This information is required by » insert the time by which the information is required, e.g. 1.00 pm today.

Yours sincerely,


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




Guide Notes
1. This information could be requested when there are grounds for suspecting, for example, that the proposed Sub Consultant:
· has a record of unsatisfactory technical performance; 
· is not a Preferred Sub Consultant for an area of services where the Principal may have provided a list of Preferred Sub Consultants 
· has breached the Code of Practice for Procurement; or
· is experiencing insolvency issues.
