
To:  [Insert name and ABN of Consultant]

[Insert Name/Description of Engagement]
NOTICE TO COMMENCE PERFORMANCE OF SERVICES (SHORT FORM ENGAGEMENT)
Clause 2.2(a) of Section 3 of the Panel Agreement - Description of the Engagement Process
[Note: The short form engagement process cannot be used for any building work which is the subject of the Building Code 2016 - if you consider that your services may fall into this category please seek advice from the Panel Manager.]

Attn: [COMMONWEALTH TO INSERT NAME OF CONSULTANT'S REPRESENTATIVE]
BY [COMMONWEALTH TO INSERT E.G. MAIL AND EMAIL]
Dear [COMMONWEALTH TO INSERT SURNAME OF CONSULTANT'S REPRESENTATIVE] 
The Commonwealth wishes to invoke the Short Form Engagement Process described in clause 2.2(a) of Section 3 of the Panel Agreement in respect of services under the [Insert Service Category] Service Category.
The Commonwealth requests the Consultant to commence performance of the Services in accordance with this notice and the Panel Agreement: 

[Insert details of Services to be performed and other relevant details including location, deliverables and deliverable dates.]

In accordance with clause 2.2(b) of Section 3 of the Panel Agreement, you are requested by return email to:

(a) confirm that you will commence the performance of the Services in accordance with this notice and the Panel Agreement; or

(b) decline the request to perform the Services.
Where you confirm that you will commence to perform the Services:

(c) you are also requested to provide an estimated number of hours you consider will be required to perform the Services for each relevant position description specified in the Schedule of Rates forming part of the Panel Agreement; and
(d) the Commonwealth will then as soon as practicable send a request for proposal to the relevant Panel Consultant and you must provide a proposal for evaluation within the time period specified in the request for proposal.

[Signature]
[Commonwealth's Representative]

[Insert date]
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