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Request the Consultant to nominate the Consultant’s Authorised Person
Mentioned in Agreement Information item 4 and clause 3.17
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

» insert the Agreement name
Agreement No. » insert the Agreement No.
Consultant’s Authorised Person
Clause 3.17 of the General Conditions of Agreement requires the Consultant to ensure that, at all times, there is a person appointed to act as the Consultant’s Authorised Person. There is currently no such person appointed, because » insert the reason, eg that the previous Consultant’s Authorised Person has been taken ill or has been relocated to another worksite.
Within 48 hours after receiving this letter, would you please advise the name of the Consultant’s Authorised Person, his/ her mobile phone number and provide the other contact details required to complete Agreement Information item 10.

Yours sincerely,


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


	



Guide Notes
1. The Consultant names the Consultant’s Authorised Person and provides contact details in Tender Schedules – Schedule of Agreement Information. This letter may be used if that person becomes unavailable for some reason and the Consultant fails to promptly nominate a replacement. 

