SAMPLE PAYMENT CLAIM

Date: 

<Respondent’s: Company Name>

<Respondent’s: Contact>

<Respondent’s: Address>

<Respondent’s: Telephone>

<Respondent’s: Fax>

Dear <Respondent’s Contact>:


Re: Payment Claim – Building and Construction Industry Security of Payment Act 2002 VIC

Payment is now due for our contract dated <date or date of verbal agreement>, at <place of business>.  Please be advised that this is a PAYMENT CLAIM under the Building and Construction Industry Security of Payment Act 2002 VIC.

The total consolidated claim is <total owed amount>.   Invoice(s) in conjunction with this payment claim: <list all invoice numbers> are attached.  Please be advised that all calculations concerning the claim are clearly stated in these attached invoices.  

As pursuant to Section 15 of the Act, you have 10 business days (OR TO THE EXPIRY DATE OF THE CONTRACT WHICH EVER IS EARLIER) after receipt of this payment claim to provide a payment schedule.  

Regards:

<Claimant>

<Date>

Attachments: <Invoice A, Date>



<Invoice B, Date>



<Invoice C, Date>



<Other Attachments, including relevant correspondence, 

contracts, or agreements>
Please Note:

1. Put Payment Claim on Company Letterhead with full contact details of the Claimant

2. Please keep a record for proof of the date and time this was served on the 

      respondent. 


