Agreement Management – Construction Consultancy Services above $50k 
Sample letter – Version 11 July 2022
Give notice of a Consultant’s Default (‘show cause’ notice)
Mentioned in clause 10.4 & 10.5
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.
Notice of Consultant’s Default
Your company has committed the following Consultant’s Default(s) under the above Agreement, as defined in Clause 10 of the General Conditions of Agreement:
1. » insert details of each Default. Use the words in the definition of Consultant’s Default in Clause 10.1;
2. ».
This is notice under Clause 10.5 of the General Conditions of Agreement that your company is required to remedy these identified Consultant’s Default(s) within 7 days after receiving this notice.
If you fail to respond to this notice within 14 days, either by providing clear evidence that you have remedied the identified Consultant’s Default(s) or by proposing reasonable steps to do so, the Principal may give notice, in accordance with clause 10.5 of the General Conditions of Agreement to terminate your employment under the Agreement; or

Yours sincerely,


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



Guide Notes
1. A person who holds the appropriate delegated authority from the Principal must approve the issuing of this notice.
2. Ensure that this notice is served promptly on the Consultant, at its current registered business address. The notice should be delivered by hand, by courier or by registered post. Obtain evidence of the time and date of receipt. Email transmission may be used in addition to delivery of a hard copy, to expedite prompt action by the Consultant.  Normal postal services should not be relied upon for this notice.
