Agreement Management – Construction Consultancy Services above $50k 
Sample letter – Version 11 July 2022

Respond to the Consultant’s Documents (no errors identified)
Refer to clause 3
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.
Consultant’s Documents
I refer to the following Consultant’s Documents received on » insert the date when the documents were received:
· » insert a list that clearly identifies each document.
You are advised that the Principal has no objections to the above documents. You may use them at your own risk to complete the work under the Agreement.
You are reminded that you remain fully responsible for the adequacy of the Consultant’s Documents. You must correct any fault, error, omission or other non-conformance that exists in those documents, whether or not the Principal detected or notified it. 
The Principal assumes no responsibility for the Consultant’s Documents or the completed design. The Principal holds the Consultant liable for any rectification work if the completed design, or any construction work based on that design, is found not to comply with the requirements of the Agreement. 
The Principal retains responsibility for any design carried out by the Principal.

Yours sincerely,


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



Guide Notes
1. The Principal is not obliged to check, and must not approve, the submitted Consultant’s Documents.
2. Use Sample letter “Object to Consultant’s Documents (errors identified)” when the Principal has objections to the submitted Consultant’s Documents, ie when the Principal detects faults, errors, omissions or other aspects of the submitted documents that do not comply with the Agreement.
