Contract management - MW21
Sample Letter 9D
Instruct a Variation
Mentioned in Clause 9.8
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 9 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
	» 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.
Variation number » insert the Variation number: » insert a brief description
This is an instruction under Clause 9.8 of the General Conditions of Contract for the Contractor to carry out the following Variation: 
» insert details of the Variation. Refer to any attached drawings and technical specifications
Please start work by » insert an appropriate date for the Variation work to start and notify the Principal, within 10 Business days after the date of this instruction, of the price for the Variation (including for any delay), how that price is calculated and any effect on the time required to reach Completion.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
Comprehensive details of the required Variation work need to be provided to ensure the Contractor is able to accurately assess the price and effect on time.
It is good practice to discuss with the Contractor when the Variation work could reasonably start and confirm this in the letter. Instead of stating a date for the work to start, the letter could instruct the Contractor to start work ‘as soon as possible’.

