	RKA ASSOCIATES
Construction Claims and Commercial Management
	PAY LESS NOTICE
JCT main contracts and subcontracts



NOTICE DETAILS
	Project
	[Project name]
	Notice reference
	[PLN-001]

	Contract
	[e.g. JCT SBC 2016]
	Date of notice
	[DD/MM/YYYY]

	From (payer)
	[Organisation and name]
	To (payee)
	[Organisation and name]

	Relates to
	[Application / payment notice ref]
	Final date for payment
	[DD/MM/YYYY]


Guidance: a pay less notice must be given no later than the prescribed period before the final date for payment stated in your contract (commonly five days, but check the contract particulars and any amendments). It must state the sum considered due at the date the notice is given and the basis on which that sum is calculated. A late or non-compliant notice is ineffective.
SUM STATED AS DUE
	Sum previously notified as due
	[£]

	Sum the payer considers due at the date of this notice
	[£]

	Amount to be withheld / deducted
	[£]


BASIS OF CALCULATION
	[Set out the basis on which the sum is calculated. Itemise each deduction or abatement, the amount and the reason, for example defective work with the estimated cost of rectification, contra charges with supporting records, or liquidated damages with the applicable rate and period. Attach a detailed breakdown where necessary.]








Guidance: general assertions are not enough. Each deduction should be identified and quantified so the payee can understand the calculation. Keep evidence of when and how the notice was served in accordance with the notice provisions of the contract.
SIGNATURE
	Signed
	
	Signed
	

	Name
	
	Name
	

	For (payer)
	
	For (payee – acknowledgement)
	

	Date
	
	Date
	


RKA Associates  ·  rkaassociates.com  ·  +44 333 577 0303  ·  office@rkaassociates.com
Free template for general guidance only. It is not legal or contractual advice and does not reproduce any published form of contract. Always check the clause references, notice periods and formalities in your own contract before use.
