

Contract management - MW21
Contractors Sample Letter C15b
Making A Claim on the Principal Additional information
Mentioned in General Conditions of Contract Clause 15.3
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 15 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 for making a Claim 
	» 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.
Claim for an Entitlement under the Contract
In accordance with clause15.3 I do not agree with your assessment of my claim » insert claim identification and I am providing additional information to support the claim 
Following is the additional information for your assessment
· » provide factual detail on why you consider the assessment is in error  
· » If time claim provide details of dates and days claimed
· » If cost claim provide details of direct costs separately from margin claimed
Please find attached copies of » list attachments that support claim, such as day diaries, dockets, invoices etc
I await your approval of this claim and would appreciate a reply no later  than » insert the date 10 days after the  date of this notice 


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. Use this letter is for claims made not covered by clause 9 or 13 



