Contract management - MW21
Sample Letter 12B
Advise the assessment of an extension of time claim
Mentioned in Clause 12.5 
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 12 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 accept an extension of time claim in part or full.
Use Option 2 to reject the claim entirely.
Option 1 – to accept the claim in part or full. 
	» 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.
Extension of time claim » insert the Contractor’s reference number or other identification for the claim
I refer to your extension of time claim dated » insert the date of the Contractor’s claim for an extension of time for » insert the number of working days claimed by the Contractor working days extension of time for » insert ‘the Works’ or ‘Milestone(s) #’, as applicable.
In accordance with Clause 12.5 of the General Conditions of Contract, I have assessed your entitlement as » insert the number of Business days Business days.
INCLUDE THE FOLLOWING PARAGRAPH IF THE ASSESSMENT IS LESS THAN THE CONTRACTOR’S CLAIM.
This is less than the number of working days you claimed, for the following reasons:
· » insert the reasons for rejecting part of the Contractor’s claim.
USE OPTION 1 WHERE THERE ARE NO MILESTONES.
USE OPTION 2 WHERE THERE ARE MILESTONES.
OPTION 1
The extended date for Completion for the Works is now » insert the extended date for Completion.
OPTION 2
The extended date(s) for Completion for the Milestones are now as follows:
· Milestone No. » insert the relevant Milestone number 
· - » insert the applicable extended date for Completion.
END OF OPTIONS

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Option 2 – to reject the claim entirely.
	» 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.
Extension of time claim » insert the Contractor’s reference number or other identification for the claim
I refer to your extension of time claim dated » insert the date of the Contractor’s claim for an extension of time for » insert the number of working days claimed by the Contractor working days extension of time for » insert ‘the Works’ or ‘Milestone No #’.
In accordance with Clause 12.5 of the General Conditions of Contract, I have assessed your entitlement as Nil working days, for the following reasons:
· » insert the reasons for rejecting the Contractor’s claim.
USE OPTION 1 WHERE THERE ARE NO MILESTONES.
USE OPTION 2 WHERE THERE ARE MILESTONES.
OPTION 1
The extended date for Completion for the Works remains » insert the current date for Completion.
OPTION 2
The extended date(s) for Completion for Milestones remain as follows:
· Milestone No. » insert the relevant Milestone number - » insert the applicable extended date for Completion.
· »
END OF OPTIONS
Yours sincerely,


» insert the name of the Authorised Person
Authorised Person



Guide Notes
1. The Principal should issue this notice within 15 Business Days after a complying claim is received, if not sent within that period  the entitlement is deemed to be nil clause 12.5 

