Agreement Management – Construction Consultancy Services above $50k 
Sample letter – Version 11 July 2022
Advise the Principal’s assessment of an extension of time Claim
Mentioned in clauses 6.5 & 6.6
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. These letters also contain 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
Below are two options which may apply:
Use Option 1 to adjust the Completion Date(s) if the Consultant’s claim is accepted in part or full.
Use Option 2 to reject the Consultant’s claim entirely.
Option 1 – to adjust the Completion Date(s) if the Consultant’s claim is accepted in part or full. 
	» 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.
Extension of time claim » insert the Consultant’s reference number or other identification for the claim
I refer to your extension of time claim dated » insert the date of the Consultant’s claim 
I have assessed your entitlement and adjusted the Completion Dates by » insert the number of working days working days, in accordance with clause 6.6 of the General Conditions of Agreement.
INCLUDE THE FOLLOWING PARAGRAPH IF THE ASSESSMENT IS LESS THAN THE CONSULTANT CLAIMED.
This is less than the number of working days you claimed, for the following reasons:
· » insert the reasons for rejecting part of the Consultant’s claim. See Note 1.
END OF PARAGRAPH
The extended date for Completion for the Works is now » insert the extended date for Completion.

Yours sincerely,


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



Option 2 – to reject the Consultant’s claim entirely.
	» 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.
Extension of time claim » insert the Consultant’s reference number or other identification for the claim
I refer to your extension of time claim dated » insert the date of the Consultant’s claim for an extension of time for » insert the number of days claimed by the Consultant working days extension of time.
I have assessed your entitlement as NIL working days, for the following reasons:
· » insert the reasons for rejecting the Consultant’s claim. See Note 1.
The extended date for Completion for the Works remains » insert the current date for Completion.

Yours sincerely,


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


Guide Notes
1. Reasons for assessing the adjustment as less than the Consultant claimed must be based on the facts and applicable Agreement requirements. They could include a disagreement about the effect of the delay, disagreement about the actual critical path, taking into account days on which the Consultant usually works and concurrent delays caused by the Consultant. 
2. Even where the claim is rejected in full, it is good practice to confirm the current Completion Dates so these can easily be correlated with successive claims. 



