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Instruct the Consultant to suspend progress of the Works
Refer to clause 6.1
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
Below are two options which may apply:
Use Option 1 where the need for the suspension is due to the Principal’s act or omission.
Use Option 2 where the need for the suspension is not due to the Principal’s act or omission 
Option 1 - where the need for the suspension is due to the Principal’s act or omission. 
	» 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.
Instruction to suspend progress of the Works
In accordance with clause 6.1 of the General Conditions of Agreement, I instruct you to immediately suspend work on » insert details of the part of the Services to be suspended.
The reason I am suspending this work is that » insert the reason for the suspension.
Please do not resume carrying out the suspended work until I instruct you to do so. Please advise me, if possible, within 2 Business Days, what unavoidable costs you consider will be incurred due to this instruction. 

Yours sincerely,


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





Option 2 - where the need for the suspension is not due to the Principal’s act or omission and the Principal does not need to check that the cause is resolved. 
	» 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.
I instruct you to immediately suspend work on » insert details of the Services to be suspended.
The reason I am suspending this work is that » insert the reason for the suspension.
The need for the suspension does not arise from an act or omission of the Principal. You are therefore instructed to resume carrying out the suspended work when » insert conditions for resuming work, Do not wait for an instruction from the Principal.
Please notify me when you resume carrying out the suspended work.  Please provide, with the notification, evidence that the cause of the suspension has been satisfactorily resolved.

Yours sincerely,


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




Guide Notes
1. Do not suspend more of the work than is necessary to deal with the circumstances. Be very specific about the extent of work that must be suspended to avoid unnecessary costs and claims.



