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Request proof of adequate workers compensation insurance
Refer Clause 9.2
User guidance
Guidance for GC21 Edition 2, including clause commentary and a suite of Sample letters, is provided on the buy.nsw website: https://buy.nsw.gov.au/resources/gc21
[bookmark: _Hlk75781521]This template letter is for use in managing Agreements based on the Construction Consultancy Services (CCS) standard form for Construction Consultancy Services above $50,000. The standard form templates are provided on the buy.nsw website: https://buy.nsw.gov.au/resources
Refer also to the guide notes provided at the end of this sample letter.
[bookmark: _Hlk75781804]Instructions in the sample text below have been highlighted in yellow. If highlighting is not visible, go to File/ Options then click on the Display tab, tick the ‘show highlighter marks’ check box and click the OK button. Delete all highlighting after drafting the letter.
Sample text for letter to the Consultant
Below are two options which may apply:
Use Option 1 to request evidence of the currency of workers compensation insurance.
Use Option 2 to require the Consultant to address inadequacies revealed by the certificate of currency.
Option 1 – requesting evidence of the currency of workers compensation insurance.
	» insert the date                                                                  Ref. No. » (if applicable)

The Consultant,
» insert the name of the Consultant
ABN » insert the Consultant’s ABN
» insert the Consultant’s address 
Attention: » insert the name of the Consultant’s Authorised Person

» insert the Agreement name
Agreement No. » insert the Agreement No.
Workers compensation insurance
Clause 9.2 of the General Conditions of Agreement require you to hold workers compensation insurance as required by law.
You are requested to provide evidence of the adequacy and currency of your workers compensation insurance by » insert the date when the evidence is required.

Yours sincerely,


» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person






Option 2 – requiring the Consultant to address inadequacies revealed by the certificate of currency.
	» insert the date                                                                  Ref. No. » (if applicable)

The Consultant,
» insert the name of the Consultant
ABN » insert the Consultant’s ABN
» insert the Consultant’s address 
Attention: » insert the name of the Consultant’s Authorised Person

» insert the Agreement name
Agreement No. » insert the Agreement No.
Workers compensation insurance
Clause 9.2 of the General Conditions of Agreement require you to hold workers compensation insurance as required by law.  The insurance must be current and appropriate for the work being carried out.
The certificate of currency you provided on » insert the date when the certificate was provided indicates that your workers compensation insurance is inadequate in the following respects:
· [bookmark: _Hlk95138140]» insert details of the deficiencies revealed by the workers compensation insurance checklist. A common inadequacy is including the wrong work category. (see Notes 3 & 4)
Please either rectify these inadequacies and provide a new certificate of currency or alternatively, provide evidence that your existing workers compensation insurance meets your obligations under the Agreement, by » insert the date when the evidence is required. 

Yours sincerely,


» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person




Guide Notes
1. Sample letter Option 1 can be used when the Consultant’s current workers compensation insurance is about to lapse. Note that workers compensation insurance has a limited duration.
2. Notwithstanding inadequacies highlighted by the standard workers compensation checklist, the Consultant may be able to provide evidence (eg endorsement by WorkCover) that its insurance complies with the law, and therefore with the Agreement). 
Note that the Consultant is required to certify, monthly, in the SubConsultant statement that ‘All workers compensation insurance premiums payable by the Consultant in respect of the work done under the Agreement have been paid.’ and attach a dated Certificate of Currency for the insurance with the Statement. Sample letter Option 2 can be used where there are inadequacies with the Certificate of Currency.
The workers compensation insurance checklist is located at https://buy.nsw.gov.au/__data/assets/word_doc/0003/643197/checklist_-_workers_compensation_insurance.docx

