Sample 1: Possible basic features of a simple contract

	1. Date of contract



	2. Particulars of contracting parties

(e.g. Name of contracting parties, Service address, Telephone / Fax number)



	3. Project title or Short description of works, goods or services

(e.g. To include relevant site location, quantity or measurement of the works, goods or services)



	4. Contract Price of the work, goods or service



	5. Date for completion of works or services / delivery of goods



	6. Date / Frequency for serving of payment claim1
(e.g. monthly, or last day of every month)



	7. Date for serving of payment response2
(e.g. 14 days after payment claim)


	8. Date for payment3
(e.g. 14 days after payment response)


	Other terms and conditions (if any)




Note:

1 If there is no contractual provision, the Act requires a payment claim to be served by the last day of each month (monthly interval).

2 The Act stipulates a maximum of 21 days after a payment claim is served and if there is no contractual provision, the default period shall be 7 days.

3 The Act stipulates a maximum of 35 days after a payment response or tax invoice and if there is no contractual provision, the default period shall be 14 days.
Sample 2: Payment claim
	Payment claim reference number:
	Payment claim date: (DD/MM/YY)


	To: (Respondent’s name or registered company / organisation name)


	Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Respondent): (Name of authorised representative, designation, contact details)



	From: (Claimant’s name or registered company / organisation name)


	Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Claimant): (Name of authorised representative, designation, contact details)



Particulars of Contract

	Project title:



	*Contract identification: 

(e.g. contract title, contract number / Invoice number, date contract made)
	Reference period of this claim: 

From (DD/MM/YY) to (DD/MM/YY)



Payment Claim Details

	*Description of item / Variation reference no.
	Total value

of item / variation

($)
	*Quantity / Quantum

(e.g. % Completed / Delivered)
	*Amount claimed

for item

($)

(Supported with relevant calculations* and attachments, if any)

	
	
	
	

	Total amount claimed
	$

	Less amount previously paid
	$

	*Payment claim amount
	$

	Name of claimant / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.
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Sample 3: Payment response
	Payment response reference number:


	Payment response date: (DD/MM/YY)



	To: (Claimant’s name or registered company / organisation name)


	Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Claimant): (Name of authorised representative, designation, contact details)



	From: (Respondent’s name or registered company / organisation name) 


	Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Respondent): (Name of authorised representative, designation, contact details)



Particulars of Contract

	Project title:



	Contract identification: 

(e.g. contract title, contract number / Invoice number, date contract made)
	Reference period of claim: 

From (DD/MM/YY) to (DD/MM/YY)



Payment Claim Identification

	*Payment claim identification: (e.g. payment claim reference number, claim date)




	Name of respondent / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.
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Payment Response Details

	*Description of item / Variation reference no.
	Amount claimed

for item

($)
	*Response amount

for item

($)

*(To state “nil” where respondent does not propose to pay any part of the claimed amount)
	*Reasons for difference

(Supported with relevant calculations* and attachments, if any)

	
	
	
	

	Subtotal for response amount
	$
	

	*Description of item 

for amount withheld, if any

(e.g. set-offs, counter-claims)
	*Amount withheld

($)
	*Reasons for withholding

(Supported with relevant calculations* and attachments, if any)

	
	
	

	Subtotal for amount withheld, if any
	$
	

	Less amount previously paid, if any
	$
	

	*Total response amount (payable)
	$
	


	Name of respondent / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.
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Sample 4: Notice of intention to apply for adjudication
Date of notice: (DD/MM/YY)
	To: *(Respondent’s name or registered company / organisation name)


	*Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Respondent): (Name of authorised representative, designation, contact details)



	From: *(Claimant’s name or registered company / organisation name)


	*Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Claimant): (Name of authorised representative, designation, contact details)



Particulars of Contract

	*Project title or reference (or a brief description of the project):

	*Contract number (or a brief description of the contract):

	*Date contract made: (DD/MM/YY)


Payment Claim and Payment Response

	Payment claim reference number:

	*Payment claim amount:
	$

	Payment response reference number:

	*Payment response amount:
	$


	Name of claimant / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.
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Dispute Details
	Dispute:


	Tick where appropriate (()

	· Payment response disputed (applicable to construction contracts only)


	

	· No payment response (applicable to construction contracts only)

	

	· Paid amount disputed (including nil payment by the payment due date)

	

	*Brief description of dispute:




The claimant hereby intends to apply for adjudication on the reference payment claim under the Building and Construction Industry Security of Payment Act 2004.

	Name of claimant / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.
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Sample 5: Adjudication application

Adjudication application reference number: (To be entered by ANB after submission)
Application date: (DD/MM/YY)
	To: (Name of Authorised Nominating Body)


	Service address:


	Tel:

	
	Fax:

	
	Email:


	From: *(Claimant’s name or registered company / organisation name)


	*Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Claimant): (Name of authorised representative, designation, contact details)



Particulars of Respondent, Principal and Owner

	Respondent: *(Respondent’s name or registered company / organisation name)


	*Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Respondent): (Name of authorised representative, designation, contact details)



	Principal (if known): *(Principal’s name or registered company / organisation name)


	*Service address:


	Tel:

	
	Fax:

	
	Email:


	Owner: *(Owner’s name or registered company / organisation name)


	*Service address:


	Tel:

	
	Fax:

	
	Email:


	Name of claimant / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.
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Claimant and Respondent Information

	Claimant’s category: 
(e.g. consultant, main contractor, domestic / nominated subcontractor or supplier)

	Claimant’s business type: 

(e.g. architect, electrician, plumber, piling contractor)

	Respondent’s category: 

(e.g. Government client, private developer, general building contractor, subcontractor)


Particulars of Contract

	*Project title or reference (or a brief description of the project):

	*Contract number (or a brief description of the contract):

	*Date contract made: (DD/MM/YY)

	*Contract type: (i.e. construction contract or pure supply contract)


Summary of Payment Details

	Payment claim

	Payment claim reference number:
	

	Reference period of the claim: From (DD/MM/YY) to (DD/MM/YY)

	Date of payment claim served on respondent:
	(DD/MM/YY)

	Payment claim amount:
	$

	Payment response

	Payment response reference number:
	

	Due date for payment response to be served:
	(DD/MM/YY)

	Date of payment response (if any) served on claimant:
	(DD/MM/YY)

	Payment response amount (if any):
	$

	Payment due

	Due date for payment to be made:
	(DD/MM/YY)

	Date of payment (if any) made by the respondent:
	(DD/MM/YY)

	Amount of payment (if any) made by the respondent:
	$


	Name of claimant / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.
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List of Attachments
	*ANB application fee accompanying this application:
	$

	*Relevant contractual terms and conditions

	*Progress payment claim served

	*Progress payment response (if any) received

	*Notice of intention to apply for adjudication

	Other relevant information (please indicate):

(e.g. expert reports, photographs etc.)




The claimant hereby applies for adjudication on the referenced payment claim under the Building & Construction Industry Security of Payment Act 2004 and requests the Authorised Nominating Body (ANB) to appoint an adjudicator for the adjudication.

	Name of claimant / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.

Note: The adjudication application form may be ANB specific and subject to change by the ANB from time to time.

Adjudication application: Page 3 of 3

Sample 6: Adjudication response

Adjudication response reference number: (To be entered by ANB after submission)
Application date: (DD/MM/YY)

*Adjudication application reference no: (with reference to the adjudication application made)
	To: (Name of Authorised Nominating Body)


	Service address:


	Tel:

	
	Fax:

	
	Email:


	From: (Respondent’s name or registered company / organisation name)


	Service address:


	Tel:

	
	Fax:

	
	Email:

	Person-in-charge (Respondent): (Name of authorised representative, designation, contact details)



Particulars of Contract

	*Date main contract made: (DD/MM/YY)

	Project title or reference (or a brief description of the project):

	Contract number (or a brief description of the contract):

	Date contract made: (DD/MM/YY)

	Contract type: (i.e. construction contract or pure supply contract)


Response Amount Details*

	Description of items
	Response amount / Amount withheld ($)
	Reasons
	Additional computations & justifications

	
	
	
	

	Other relevant supporting document / response (please indicate):

(e.g. expert reports, photographs etc.)


	Name of respondent / authorised representative:
	

	Authorised signature & 

Organisation stamp (if applicable):
	

	Date:
	(DD/MM/YY)


* Inputs are mandatory under the Building and Construction Industry Security of Payment Act 2004.
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