

Agreement Management – Construction Consultancy Services above $50k 
Sample letter – Version 11 July 2022
Engage an Expert
Mentioned in clause 11.5
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 agreed or nominated Expert
	» insert the date                                                                 Ref. No. » (if applicable)

» insert the name of the Expert
» insert the address of the Expert 

» insert the Agreement name
Agreement No. » insert the Agreement No.
Letter of Engagement of Expert 
I refer to » insert details of communications with the Expert about his or her availability in which you indicated your willingness to act as an Expert to determine certain Issues between » insert the Principal’s name (the Principal) and » insert the Consultant’s name and ABN (the Consultant) in connection with the above Agreement. 
The parties have agreed to engage you as the Expert to determine the following specific Issues:
· » insert a brief description of the matters in dispute. If necessary, attach a schedule listing the Issues to be determined.
You are required to carry out the Expert Determination in accordance with the procedure described in the Expert Determination Procedure set out in the attached Schedule (if agreed with the Consultant attach the Schedule 5 from the GC21 Edition 2 General Conditions of Contract). I have also emailed you/ included in this email (select relevant option) a copy of the commercial conditions of the Agreement.
The parties have agreed to pay you for your services at a rate of $» insert the applicable rate per hour (including GST). 
Please acknowledge your acceptance of this engagement.  Please also advise any security you require to be lodged, notify the trust account details for its lodgement and confirm when the security has been lodged in full.

Yours sincerely,


insert the name of the person issuing the letter (see Note 4)
» insert the person’s position title
For the Principal

Encl.



Guide Notes
1. Previous communications with the Expert would have established his or her availability and fees.
2. The descriptions of the Issues should be objective statements, eg ‘Claims for Variations for ....’.
3. Amend the letter to reflect any agreements previously made with the Expert



