QUANTSURV  /  LIBRARY
Retention release request
Working template
Check the actual release condition and reconcile earlier releases before sending. A forecast date alone is not evidence that the trigger occurred.
Complete the fields using your own project records. Use the completed example on the Library page to see the intended level of detail.
Document details
	Field
	Project information

	Project
	[Enter project information]

	From
	[Enter project information]

	To
	[Enter project information]

	Date
	[Enter project information]

	Reference
	[Enter project information]



Communication text
We request [retention stage] under [verified contract provision]. The trigger occurred on [date], supported by [certificate/event evidence].
Stage amount: [amount]; releases already received: [amount]; remaining amount requested: [amount]. VAT basis: [basis].
Please confirm [assessment/payment arrangements]. Attach [tracker, trigger evidence and receipt reconciliation].
Using this document
Complete and check the project fields, amounts, dates and supporting references before issue. Verify the actual contract and applicable procedure. Keep a dated copy with evidence of delivery.
Library page: https://www.quantsurv.com/library/tools/retention-release-request
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