

Contract management - MW21
Contractors Sample Letter C12a
Advise the Principal of a claim for Delay to Completion 
Mentioned in General Conditions of Contract Clause 12.1 & 12.2
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 12 is available on the buy.nsw website. Please view the Index of construction documents to locate all documents referenced throughout this text.
Sample text to advise the Principal of a Delay to Completion
Below are Two options which may apply:
Use Option 1 when the Contractor anticipates a delay to completion.
Use Option 2 when the Contractor is being delayed.

Option 1 – when the Contractor anticipates a delay to completion..
	» 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.
Notice of Anticipated  Delay to Completion 
In accordance with clause 12.1 you are advised of the potential for a delay to completion due to »insert  the event or other item that will cause the delay
· tasks potentially delayed 
· and the anticipated length of the potential delay 
· » Insert subsequent reasons if required 

If these event(s) actually cause a delay to Completion I will advise in separate correspondence in accordance with Clause 12.2
Yours sincerely,


» insert the name of the person issuing the notice
Contractor’s Representative  
» insert the person’s position title
for XYZ Contractor Insert Contractor’s name 





 Option 2 – when the Contractor is being delayed..
	» 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.
Notice of Delay to Completion 
In accordance with clause 12.2 I am advising you of that I am being a delayed due to 
· » Insert the reason, tasks delayed  the date the delay commenced and the actual length of delay at the time of writing and if possible the expected duration of the delay 
· » Insert subsequent reasons if required 
Note to MS  this might be better in a table so  the Contractor’s can  put things in order easily 
	Date  Commenced
	Event
	Tasks affected
	Days 

	12/03/2021
	Rain & it’s effects 
	Whole site 
	3

	11/03/2021
	PAP instruction of 8/03/2021 additional  length to stormwater 
	Laying of stormwater 
	1

	10/3/2021
	Variation no 4 
	footings  Construction 
	4

	9/10/2021
	Variation no 5 
	Structural steel  fabrication and  installation 
	8

	
	
	
	


 
In accordance with clause 12.3 I am undertaking the following action to reduce the effects of the delay
»insert  List the actions being taken to reduce the impacts of the delay

Could you please advise by »insert  date if you  wish me to manage this delay differently
I will be submitting a claim for an adjustment to the time for completion under clause 12.5 when the delays are complete.

Yours sincerely,


» insert the name of the person issuing the notice
Contractor’s Representative  
» insert the person’s position title
for XYZ Contractor Insert Contractor’s name 




Guide Notes & Background 
1. Note that The Contractor is to advise of events that may cause a delay to completion from either the Contractor’s own actions (or failure to act) and those  out of the Contractor’s control  such as weather or  instructions from the Principal (or failure to act ).
2. The notification is to allow the Principal to be aware of the situation and take reasonable steps to ensure the progression of the project and the contract and may be able to takes steps to assist the contractor and or the project.
3. use option 2 of an actual delay, as this is dealt with under clause 12.2
4. The Contractor is provide evidence, or sufficient detail, of the delay to the works so as the Principal can assess the validity of the claim and duration of the delay.  This can be reference to a program submitted earlier to the  Principal as  required in the Preliminaries  section “Program”.
5. The contractor should also advise of what actions it has undertaken to reduce the effects of the delay so the Principal can easily verify the circumstances and   respond quickly.
6. Failure to Notify the Principal is a breach of contract  that may affect the Contractor’s rights or reduce the effectiveness of future related claims.




