

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

Issue a Final Payment Schedule
Refer to clause 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. This letter also contains options. Guidance on the options is provided in red text. Delete all red text and 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.
Final Payment Schedule
This is the Final Payment Schedule provided in accordance with clause 5 of the General Conditions of Agreement.
USE OPTION 1A IF PAYMENT IS DUE TO THE CONSULTANT AND THE CONSULTANT HAS SUBMITTED A FINAL PAYMENT CLAIM.
USE OPTION 1B IF PAYMENT IS DUE TO THE CONSULTANT AND THE CONSULTANT HAS NOT SUBMITTED A FINAL PAYMENT CLAIM.
USE OPTION 2 IF NO PAYMENT IS DUE FROM EITHER PARTY TO THE OTHER.
USE OPTION 3 IF PAYMENT IS DUE TO THE PRINCIPAL FROM THE CONSULTANT. 
OPTION 1A
I refer to your Payment Claim dated » insert the date of the Payment Claim, which I received on » insert the date of receipt. I assess that the full and final amount due to the Consultant from the Principal is $» insert the amount. The Principal proposes to pay this amount. Particulars of how this amount was calculated are enclosed.
INCLUDE THE FOLLOWING IF APPLICABLE.
Please provide » insert details of any other documentation required within 3 Business Days of the date of this letter to facilitate payment of this amount.
OPTION 1B
I assess that the full and final amount due to the Consultant from the Principal is $» insert the amount. The Principal proposes to pay this amount. Particulars of how this amount was calculated are enclosed.
Please provide a current Supporting Statement and SubConsultant Statement and » insert details of any other documentation required within 5 Business Days of the date of this letter to facilitate payment of this amount.
OPTION 2
I assess that no payment is due from either party to the other. Particulars of this assessment are enclosed.
OPTION 3
I assess that Consultant must pay the Principal an amount of $» insert the amount. The reasons for this assessment and particulars of how the amount was calculated are enclosed.
Please pay this amount within 14 calendar days after this Final Payment Schedule is provided, as required by clause 61.4 of the General Conditions of Agreement. 
END OF OPTIONS

Yours sincerely,


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

Encl.



Guide Notes
1. If there is documentation still outstanding from the Consultant this should be taken into account in determining the amount of the Final Payment.
2. Retentions are to be included in calculating the amounts payable.




