Contract management – MW21
Sample Letter 3C
Request information before instructing Provisional Sum work
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
	» 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.
Request for information on proposed Provisional Sum work
The Principal is considering proceeding with the following work, which is specified to be paid as a Provisional Sum:
· » insert the specified description of the relevant Provisional Sum work.
The specific requirements for this work are:
· » insert the specific requirements, e.g. refer to an attached detailed specification or identify the required make and model of the item.
To assist the Principal to determine whether to proceed, you are requested to advise:
1. the Direct Costs of this work, supported by evidence; and
2. any impact this work would have on other work under the Contract or the fitness for purpose of the Works.

You are requested to provide this information  within 10 Business days » insert date  
Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
1. The Contractor is required to provide a price for proposed Provisional Sum work, if requested, within 10 days.
2. The contractor can only carry out provisional sum work when instructed .  
3. Provisional sums are not the same as prime cost items  but operate in a similar way 
4. Provision sums are not the same as provisional rates, if activating provision rate  use  sample letter 3D
