Agreement Management – Construction Consultancy Services above $50k 
Sample letter – Version 11 July 2022
Advise the Consultant of the Principal’s senior executive
Mentioned in Clause 11.1
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
	
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.
Appointment of Principal’s Senior Executive
The Principal’s senior executive for the above Agreement is » insert the name of the Principal’s senior executive.
Contact details for » insert the name of the Principal’s senior executive are:
	Office address:
(for delivery by hand)
	»

	Postal address:
(for delivery by post)
	»

	e-mail address:
	»



Yours sincerely,


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




Guide Notes
1. The Consultant must be advised if an Issue has been raised under Clause 11.
2. This notice to the Consultant is not the “appointment”.  The “appointment” is a letter from the Principal (or a person with relevant authority delegated by the Principal) to the person who will be the Principal’s senior executive (see Sample letter “Appoint the Principal’s Senior Executive”)
