Contract management - MW21
Sample Letter 13G
Issue a final payment schedule
Mentioned in Clause  13.10  & 13.11
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 13 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.
Final Payment Summary 
This is the final payment summary issued in accordance with Clause 13.10 of the General Conditions of Contract.
USE OPTION 1 IF PAYMENT IS DUE TO THE CONTRACTOR.
USE OPTION 2 IF NO PAYMENT IS DUE FROM EITHER PARTY TO THE OTHER.
USE OPTION 3 IF PAYMENT IS DUE TO THE PRINCIPAL. 
I assess that the full and final amount of the contract is $» insert the final contract amount. Particulars of how this amount was calculated are enclosed. 
OPTION 1 
I asses the amount due to » insert name of contractor is $» insert the amount. Please issue a payment claim in accordance with clause 13.1 for this amount and provide a current Subcontractor’s Statement so that payment can be made.
If you disagree with this Final Payment Summary please contact the undersigned  before the  expiry of 20 Business days so we may  confer and discuss any concerns
OPTION 2
I assess that no payment is due from either party to the other. 
If you disagree with this Final Payment Summary please contact the undersigned  before the  expiry of 20 Business days so we may  confer and discuss any concerns
OPTION 3
I assess that the amount due to the Principal from » insert name of contractor is $» insert the amount. 
Please pay this amount within 20 Business Days after the date of this letter, in accordance with Clause 13.11 of the General Conditions of Contract.  Non payment of what is owed to the Principal may lead to the Principal taking action under clause 13.7.
If you disagree with this Final Payment Summary please contact the undersigned  before the  expiry of 20 Business days so we may  confer and discuss any concerns
END OF OPTIONS

Yours sincerely,

» insert the name of the Authorised Person
Authorised Person

See attached for detailed particulars 




Guide Notes
1. The final payment Summary can be issued without the Contractor submitting a payment claim.
2. The contractor may be barred from making additional claims under clause 15.4  if they have not been raised previously 
3. Retentions are to be included in calculating the amounts payable. If the Contractor provided unconditional undertakings in lieu of retentions, refer to letter from the Principal Sample Letter 13H. 
4. Clause 13.7 allows the principal to access any unconditional undertakings or to set off payments with another contract. Please seek senior management advice (or expert advice) when considering set offs with other contracts.
5. Worked Sample Detailed Particulars
	Final Payment Summary
Contract no RFT 1000100 
Contract name. Office Refurbishment 
ABC Contracting
			Description
	Amount (Incl GST)

	Original Contract Price INSERT ORIGINAL CONTRACT AMOUNT 
	$150,000.00

	Variations INSERT TOTAL AMOUNT OF APPROVED VARIATIONS OR ADD FURTHER ROWS SHOWING INDIVIDUAL VARIATIONS ROW BY ROW IF HELPFUL
	$20,000.00

	Less	Liquidated Damages INSERT LIQUIDATED DAMAGES AMOUNT OR ZERO IF IT DOES NOT APPLY 
	-$1,000.00

	Less	Defects not completed insert COST OF REPAIR OF ANY DEFECTS OR ZERO IF IT DOES NOT APPLY 
	-$2,000.00

	Less	Other SUCH AS TERMINATION PAYMENTS, ADJUDICATION AMOUNTS, EXPERT DETERMINATION AMOUNTS AND ANY OTHER AGREEMENTS 	(ADD MORE ROWS IF REQUIRED)
	-$1,000.00

	Sub Total 
	$166,000.00

	Less 		Previous Payments INSERT ACTUAL AMOUNT PAID TO CONTRACTOR 
	-$164,000.00

	Balance for payment due to the Contractor/Principal/Neither Party  DELETE WHAT IS NOT REQUIRED
NEGATIVE AMOUNTS INDICATE THE AMOUNT THE CONTRACTOR IS TO PAY THE PRINCIPAL, 
POSITIVE AMOUNTS ARE WHAT THE PRINCIPAL OWES THE CONTRACTOR 
ZERO INDICATES NO PAYMENT TO EITHER PARTY 
	$2,000.00






