

Contract management - MW21
Contractors Sample Letter C09b
Response to a possible Variation. 
Mentioned in General Conditions of Contract clause 9.4 
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 9 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 Response to a possible Variation

	» 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.
Proposal for possible Variation. 
In response to your letter insert Date
Please find attached to this letter the detail to the proposed variation below. in accordance with General Conditions of Contract Clause 9.4 

Summary of proposed variation
The submission should contain enough information to enable the Principal to assess the proposal refer to clause 9.4
Show all costing clearly identifying each item of work, their direct cost, show margin separately with the % used to calculate it 
Show all costing including the deduction of the original works if required
Show all program implications


List of Attachments
list all attachments to the letter, complete with version number if required

I await your instructions  in regard to this matter and would appreciate a reply no later  than » insert the date 
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. Provide information in a logical manner so the Principal can easily assess your proposal. The  proposal is to include all impacts on time and cost
2. Calculation should show direct costs and savings with margin separate, use clause 9.11 as a guide to calculating the costs



