

Contract management - MW21
Contractors Sample Letter C11a
Response to Early Use. 
Mentioned in General Conditions of Contract clause 11.4 
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 11 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 Early Use

	» 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.
Documents and Things required for Early Use by the Principal
In response to your letter » insert Date advising of Early Use of the  » insert areas to be occupied by the Principal
The requested areas will be ready for occupation on the » insert Date
Delete the following if not required
After the Principal has taken early use, the Principal needs to consider, I will require access to the following areas for » insert list location date and time for defect rectification and any other matter that should be considered by the Principal in taking early use

I provide the following list of attached documentation and other items required for the Principal to occupy those areas. 
List of Attachments and items
list all attachments to the letter, 
name all certifications / warranties required
list all items required under the contract to be provide such as loose furniture

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 all information to allow the principal to occupy the required areas
2. Identify if the early use will effect the time for completion clause 12.3
3. Advise the principal if defects required to be completed following their occupation and how you intend to manage that rectification.
4. You should consider undertaking a dilapidation report to determine if any subsequently identified defects are attributable to the early use
5. Note liquidated damages should be proportionally reduced dependant on the area occupied by the Principal



