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Advise that the submitted program is the Agreement Program
Mentioned in clause 3.7
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.

Agreement Program
The Principal acknowledges receipt of the program you submitted on » insert the date on which the Consultant’s program was received. 
This program will be considered the Agreement Program. Progress will be measured against it until it is updated, as required.

Yours sincerely,


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



Guide Notes
The Principal should never ‘approve’ the Consultant’s program. This letter is not necessary under the Agreement but gives the Consultant certainty and clearly establishes a benchmark for measuring progress, determining extensions of time and making adjustments. 
