Agreement Management – Construction Consultancy Services above $50k 
Sample letter – Version 11 July 2022
Agree to extend the time to try to resolve an Issue
Refer to clause 11
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 and the Consultant’s senior executive
		» 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 name of the Consultant’s senior executive
Consultant’s Senior Executive
» insert the address of the Consultant’s senior executive 





» insert the Agreement name
Agreement No. » insert the Agreement No.
Additional time to try to resolve » insert a description of the Issue
The above Issue was notified on » insert the date on which the Issue was notified.
Under clause 11.1 of the General Conditions of Agreement, the senior executives are obliged to promptly confer to try to resolve the Issue. If the Issue cannot be resolved, it may be referred to an Expert for determination, provided this is done within a specified time period. 
Under clause 11.2 of the General Conditions of Agreement, the parties are not entitled to refer an Issue to Expert Determination until 30 business days after it is notified. Clause 11.2 also states that the referral must occur within a further 30 business days.  The above Issue should therefore be referred to Expert Determination by » insert the date. 
I have obtained relevant information from the Principal’s Authorised Person and am reviewing the details. In order to fully understand the Issue, however, I require more time than the Agreement allows.
I propose that we meet to confer on » insert the proposed conference date, if this date is suitable for you. Further, without prejudice to any other rights or obligations of the parties, I propose that the date by which the parties are permitted to refer this Issue to Expert Determination be extended to » insert a date that provides sufficient time to negotiate a resolution to the Issue.
If you agree to this proposal to change the time allowed by clause 11 of the General Conditions, please advise me in writing by » insert a suitable date that still allows the parties to meet within times allowed by the Agreement if the Consultant does not agree. 

Yours sincerely,


» insert the name of the Principal’s senior executive
Principal’s Senior Executive
For and on behalf of the Principal’s Authorised Person




Guide Notes
1. Issues should be resolved as soon as practicable.
2. This letter should be issued in sufficient time to allow for the possibility that the Consultant will not agree, and that the senior executives will need to meet within the time required by the Agreement.
3. This letter can be used to ensure there is sufficient time to obtain agreement from the Client to a settlement amount, prior to undertaking negotiations.
4. The period can be extended further as required, always subject to agreement by both senior executives.
