

Contract management - MW21
Contractors Sample Letter C13a
Advise the Principal of a change to Bank Account Details 
Mentioned in General Conditions of Contract Clause 13.5
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 13 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 Change Bank Account Details 
	» 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.
Change to Bank Account Details 
In accordance with clause13.5 you are advised that from » insert the date, our Bank Account details  will be as follows :
	Name under which the ABN is registered
	»

	Trading Name (if different)
	»

	Street Address & Postal Address (PO Box if any)
	» 

	Accounts Receivable 
Phone Number
	»

	Email (accounts receivable) & other if required
	»

	
	

	Bank Name
	»

	BSB Number
	»

	Name of Account  
	»

	Account  No
	»



Also attached is
· » Bank Statement confirming above details (not more than 3 months old, balances on statement to be redacted) or
· » Letter from bank verifying above details 
Please make payments to this account 
Yours sincerely,

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




 
Guide Notes
1. Information should be on a company letterhead, not an email.
2. Note that  Principal’s may require the completion of further documentation to allow for the Contractor’s; details to be updated into their accounting system.
3. If the bank account owners name is changed the Principal may not accept the details unless further information is supplied that explains the name change. ie the Principal will only pay the party it has contracted with unless legally required to do otherwise.



