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Progress claim — cover letter
	Date:
	


	To:
	


	Attention:
	


	Project:
	


	Subcontract ref:
	


	Re:
	Progress claim no. [   ] — work completed to [date]


Please find attached our progress claim for work completed to the date above under the subcontract referenced. The schedule of values sets out the value of work completed to date, the amounts previously claimed and the amount of this claim, including approved variations and retention. The supporting documents are listed below. Please contact us if you need anything further to assess the claim.
	Amount claimed (excl. GST): $
	


	GST: $
	


	Amount claimed (incl. GST): $
	


	Attached:
	


	Signed:
	


	Name and position:
	


	Phone / email:
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