

Contract management - MW21
Contractors Sample Letter C1b

Advise the Principal of Contract Start up Administration
Mentioned in Preliminaries  and General Conditions of Contract 
User guidance
Instructions in the sample text below have been highlighted in yellow. If highlighting is not visible, go to Tools/ Options then click on the View tab, tick the Highlight check box and click the OK button. The show/hide button ¶ hides/reveals hidden text 
MW21 Clause Commentary on Clause 1 is available on the buy.nsw website. Please view the Index of construction documents to locate all documents referenced throughout this text.
Sample text for letter to Principal for CONTRACT START UP ACTIONS 

	» insert the date

The Principal’s  Authorised Person 
Attention » insert the name of the Authorised Person 
» insert the Authorised persons address  
» insert the 2nd line of  the  address if Required 

» insert the Contract name
Contract No. » insert the Contract No.
Contract Start Up Actions 
Thank you for awarding the contract to Us.  We provide the following attachments  :
· Workers Compensation certificate of currency this will need to show insurer, the amount insured and the number of employees
· Motor vehicles insurances certificate of currency  delete if not required
· Maritime insurance delete if not required
· Professional Indemnify Insurance  as per  Contract information Item 10 and  clause 5.4 delete if not required 
· Insurance of  the Works Certificate of Currency delete if Principal Arranged Insurance, see Contract Information Item 9
· Public Liability Insurance Certificate of Currency and a copy of the policy will be forwarded to  you  delete if Principal Arranged Insurance, see Contract Information Item 9 
· Long Service Levy payment receipt in the amount of $-,---
· Our Contract Program as per preliminaries clause; “Program “
· Our Safety Management plan 
· Our Environmental management plan 
· Unconditional Undertakings  (if required by Contract information Item 16  or if requested by the contractor otherwise delete this dot point – Note that cash  retention will be retained as per the rate in CI 16 from progress payments if undertakings are not required or offered by the contractor 
· Any other document  specifically asked for in the administration letter 
· As per our program and our compliance with all necessary preconstruction actions we intend to commence work at the site on » Insert the date    
· We are available to attend a start-up meeting as per your administration letter of  » Insert the date  delete the option  that does not apply 
· We are not in a position to attend the start-up meeting as suggested in your letter of » Insert the date  and will contact you directly by phone to organise a mutually agreeable date   
If the contractor desires to commence work on site before  all the necessary preconstruction activities have been undertaken and forwarded to the Principals Authorised Person  a separate negotiation will need to be agreed and appropriate  work safety matters  and site  issues will need to be addressed 



Yours sincerely,


» insert the name of the person issuing the notice
» insert the person’s position title This could be the  Contractors Representative 
for Contractor Insert Contractor’s name 




 
Guide Notes
1. The contractor has a number of actions and notifications to comply with and, if at all possible, should address these in one letter.
2.   If all of the actions  are not complete or can not be forwarded  at the one time progressively  issue the appropriate actions when they are complete  
3. Note that some actions if not completed will not allow the contractor to start on site and that would be a delay caused by the Contractor’s own actions   ie  safety management plans .



