SITE SAMURAI	Retention · first moiety
RETENTION RELEASE REQUEST
Retention · first moiety
Ask for a retention release once the contractual trigger has been reached. Attach the retention statement so the payer can check the arithmetic without rebuilding it.
	Reference
	[ … ]

	Date
	[ … ]

	Version
	2.0 · reviewed 2 September 2026


1. ADDRESS AND REFERENCES
	To (payer, name and address)
	[ … ]

	From (payee, name and address)
	[ … ]

	Project
	[ … ]

	Contract reference
	[ … ]

	Date of this request
	[ … ]


2. RETENTION POSITION
	Total retention held to date (£)
	[ … ]

	Retention released to date (£)
	[ … ]

	Balance held (£)
	[ … ]

	Amount now requested for release (£)
	[ … ]

	Retention statement attached (reference)
	[ … ]


3. BASIS OF THE REQUEST
State the contractual trigger that has been reached and the evidence for it.
	Release trigger
	Contract clause
	Date reached
	Evidence attached

	Practical completion — first release
	 
	 
	 

	Certificate of making good — second release
	 
	 
	 

	Other contractual trigger
	 
	 
	 


4. THE REQUEST
We write to request the release of retention held under the above contract. The contractual trigger for release was reached on the date shown above and the supporting certificate is attached. We ask that the amount requested be included in the next payment cycle and certified in the payment notice for that cycle.
Please confirm the payment due date and the final date for payment for the cycle in which this release will be certified. If you consider a lesser sum to be due, we ask that you set out the basis of that calculation in a notice given within the contractual period.
5. WHAT TO EXPECT
1. Retention release is a payment under the contract. It goes through the same payment notice and pay less notice machinery as any interim payment, so a certified release that is not paid in full by the final date is an ordinary notified-sum claim.
1. There is no statutory retention scheme in the UK and no statutory release date. The trigger dates come from your contract, not from legislation.
1. Since the 2011 amendments to the Construction Act, a subcontract cannot make the release of your retention conditional on an event under a different contract, such as the main contractor being paid its own retention upstream.
1. If the released sum is agreed and then not paid, statutory interest runs at 8% above the Bank of England base rate, with fixed compensation of £40, £70 or £100 depending on the size of the debt.
6. SIGN-OFF
	Party
	Name (print)
	Position
	Signature
	Date

	Payee
	 
	 
	 
	 


SOURCES
BESA, "Retentions and security" and Designing Buildings, "Retention" — thebesa.com/payments/retentions-security
Housing Grants, Construction and Regeneration Act 1996, Part II, ss.109–111 (as amended by the Local Democracy, Economic Development and Construction Act 2009) — legislation.gov.uk/ukpga/1996/53/part/II
JCT, "JCT explains: interim payments" (SBC/Q 2016 clauses 4.9 and 4.11) — corporate.jctltd.co.uk/jct-explains-interim-payments/
Late Payment of Commercial Debts (Interest) Act 1998, s.5A, and gov.uk "Late commercial payments: charging interest and debt recovery" — legislation.gov.uk/ukpga/1998/20/section/5A
This template is general information, not legal advice. Contract particulars routinely amend the default timings — always check your own contract.
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