Contract management – MW21
Sample Letter 3D
Instruct work payable as a Provisional Sum or Rate
Mentioned in Clause 3.10
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.
MW21 Clause Commentary on Clause 3 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 Contractor
Below are two options which may apply:
Use Option 1 to instruct work that is the subject of a Provisional Sum.
Use Option 2 to instruct work specified as a Provisional Rate Item.
Option 1 - for a Provisional Sum. 
	» insert the date

The Contractor,
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the Contractor’s address 
Attention: » insert the name of the Contractor’s nominated representative

» insert the Contract name
Contract No. » insert the Contract No.
Instruction to proceed with Provisional Sum work
Please proceed with the following work, which is specified to be paid as a Provisional Sum:
· » insert the description of the relevant Provisional Sum work as it appears in the Contract.
The specific requirements for this work are:
· » insert relevant details, eg refer to an attached detailed specification or identify the required make and model of the item.
Please note that the Provisional Sum work does not include the following, which is payable elsewhere under the Contract:
· » insert relevant details of associated work that is not included in the Provisional Sum work, eg installation or connection of the Provisional Sum item.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person





Option 2 - for Provisional Rate Items.
	» insert the date

The Contractor,
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the Contractor’s address 
Attention» insert the name of the Contractor’s representative

» insert the Contract name
Contract No. » insert the Contract No.
Instruction to proceed with a Provisional Rate Item 
As discussed on » insert the circumstances (eg at our Site meeting) and date of discussions about the provisional work, please proceed with the following item(s) of work, which is specified to be paid as a Provisional Rate Item:
· » insert the description of the relevant Provisional Rate item, eg excavation of rock or additional piling.
Please refer to Specification Clause » insert the relevant clause and section number defining the extent of work payable under this item and method of measurement. 
To facilitate measurement and verification of the quantities of work carried out, please obtain and provide the following records » insert ‘on a daily or weekly basis’, or ‘on completion of the work’, as applicable:
· » insert the requirements necessary to validate the work done, eg obtain logs of piling depths signed by an independent consultant or photographs showing the measured depth of rock in trenches.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
1. For Provisional Sums, acknowledge in the letter above any earlier correspondence negotiating a price for the Provisional Sum.  See Sample Letter 3C. 
2. Any verbal agreements, eg on terms for carrying out the work or its effects on other aspects of the Contract, should be confirmed in this letter.
3. For Provisional Rate Items, this letter should be issued as soon as possible after it becomes apparent that the work payable under the Provisional Rate Item is required.
