Contract management - MW21
Sample Letter 13F
Call upon an unconditional undertaking
Mentioned in Clause13.9 and Schedule 1
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 financial institution
	» insert the date

The Manager,
» insert the name of the financial institution
» insert the address of the financial institution
Attention: » insert the name of a person within the financial institution who is responsible for requests of this type (See Note 1) 

» insert the Contract name
Contract No. » insert the Contract No.
Call-up of an unconditional undertaking
The » insert the name of the financial institution issued an unconditional undertaking dated » insert the date of the undertaking, a copy of which is enclosed, to the » insert the title of the Principal (‘the Principal’) in relation to the above contract. This undertaking requires the » insert the name of the financial institution to pay the Principal any sum demanded, up to an amount of $» insert the amount of the undertaking.
The Principal hereby calls upon the » insert the name of the financial institution to pay to the Principal the sum of $» insert the amount by electronic funds transfer to the following account:
» insert details of the account into which the funds are to be transferred 
Your attention is to drawn to the provisions of the undertaking, which state that payment is to be made at once without reference to the Contractor.
Please promptly acknowledge receipt of this letter to the sender, at the above address.

Yours sincerely,


» insert the name of the appropriate senior manager
for the Principal




Guide Notes
1. Before issuing this letter, contact the financial institution and identify the appropriate person to receive this letter.
2. This letter should be sent by registered post, so there is a record of its delivery. 
3. The letter is to be signed for the  Principal and, not as the Authorised Person, as it is not a letter to the contactor 
4. If the sum demanded is not the full amount a new Unconditional undertaking may be required for a lessor amount. Consult a senior manger or the senior executive 
5. In the event it may be necessary to go the institution in person, a letter of introduction should be prepared stating the Name and bona fides of the agency representative(s) collecting the cheque in exchange for the  undertaking(s)
6. Note once payment is made in full the institution has no further obligation to the Principal and the undertaking is to be returned 
