Contract management - MW21
Contractors Sample Letter C04b
Advise the Principal of removal of a Nominated Person from Site 
Mentioned in General Conditions of Contract clause 4.4 
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 4 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 the principal advising of the removal of a nominated person from site 

	» 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.
Removal of a Person From Site 
Pursuant to your instruction of » insert the date, the following Person » insert the nominated person’s name has been removed from the site as of » insert the date & time and instructed not to return unless notified in writing that they may do so.
Add the following paragraph if the contractor disagrees with the removal of the person from the site and can provide good reasons why they should be allowed back on to the site, otherwise delete the paragraph and notification to the Senior Executive .
I do not agree with the instruction to remove » insert the nominated person’s name from the site for the following reasons:
· » Insert reason 1 
· »Insert Reason 2
· »Insert Reason 3 add more if requited

I therefore notify yourself and the Senior Executive under General Conditions Of Contract Clause 16.1 of a dispute and seek to confer with the Senior Executive before » insert the date This is to be within 10 Business days of the date of this correspondence in accordance within General Conditions of Contract Clause 16.3.

Yours sincerely,


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


Guide Notes
1. The Contractor has an obligation to immediately remove persons from the site when instructed to do so by the PAP, even if the contractor does not believe it is warranted or needed.
2. If the contractor disputes the instruction to remove a nominated person from the site the matter should be raised as an issue under 16.1 to the Senior Executive with the factual information required under General Conditions of Contract clause 15.2 and seek to deal with matter as part of the dispute resolution process.   This is only avenue under the contract to seek the reinstatement of a person from the site unless the  PAP advises in writing that a person can return. 
