REQUEST FOR RELEASE OF RETENTION
[Subcontractor company name, ABN]
Date: [date]
To: [respondent legal entity, ABN], Attention: [contract administrator]
Contract: [subcontract title / number]
Project: [project name / site address]
We request release of retention under clause [X] of the subcontract.
[Practical completion of the subcontract works was reached on [date] / The defects liability period ended on [date].]
	Retention
	Amount

	Total retention held to date
	$[amount]

	Release now due ([50% at practical completion / balance at end of DLP])
	$[amount]

	Retention remaining after this release
	$[amount]



[If security is held as a bank guarantee: Please also return bank guarantee no. [X] for $[amount] issued by [bank], or reduce it to $[amount] as clause [X] provides.]
Please pay $[amount] by [date, the date the subcontract requires]. We will also include this amount in our next payment claim.
No defects notices are outstanding for our works. [If any are: Defects notified on [date] were rectified on [date].]
Regards,
[name, position]
[company]
[phone / email]
