

Contract management - MW21
Sample Letter 13H

Release an unconditional undertaking
Mentioned in Clause 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 and the financial institution
Use Option 1 where the undertaking is released to the financial institution 
Use Option 2 where the contractor or their representative collects the undertaking in person 
Option 1 
	» insert the date

The Manager,
» insert the name of the financial institution
» insert the address of the financial institution
Attention: » where practical, insert the name of an appropriate person within the financial institution 
Copy to:
The Contractor
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the postal address
Attention: » insert the name of the Contractor’s nominated representative 

» insert the Contract name
Contract No. » insert the Contract No.
Release of an unconditional undertaking
The » insert the name of the financial institution issued an unconditional undertaking dated » insert the date of the undertaking to the » insert the title of the Principal (‘the Principal’) in relation to the above contract.
USE OPTION 1A IF THE UNDERTAKING IS RELEASED IN FULL.
USE OPTION 1B IF PART OF THE UNDERTAKING HAS PREVIOUSLY BEEN CALLED UP.
OPTION 1A
The Principal is releasing this undertaking in accordance with Clause 13.11 of the General Conditions of the above Contract. The original is enclosed for your action.
OPTION 1B
An amount of $» insert the amount that has been called up was called up on this undertaking in my letter dated » insert the date of your letter calling up the undertaking. The Principal is releasing the balance of this undertaking in accordance with Clause 13.11 of the General Conditions of Contract. The original is enclosed for your action.
END OF OPTIONS

Yours sincerely,


» insert the name of person responsible for administering securities
for the Principal





Option 2 where the contractor or their representative collects the undertaking in person 
	» insert the date

The Contractor
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the postal address
Attention: » insert the name of the Contractor’s nominated representative 

» insert the Contract name
Contract No. » insert the Contract No.
Return of an unconditional undertaking 
The Principal has returned the undertaking provided by » insert the name of the financial institution to your representative » insert the name Contractors Representative on this day » insert the date.

The undertakings returned are :
· »If the undertakings have reference numbers  list the  them here 
· »if more than one 


Yours sincerely,


» insert the name of person responsible for administering securities
for the Principal

I acknowledge receipt of the above undertakings on behalf of:
 » insert the name of the Contractor

INSERT SIGNATURE OF REPRESENTATIVE 
» insert the name of the Contractors Representative & Title 




Guide Notes
1. The original of the unconditional undertaking is to be returned with this letter. It is recommended that it be marked ‘The Principal no longer requires this unconditional undertaking’ and signed by a person authorised by the Principal.
2. The return should be by registered mail or equivalent secure delivery system 
3. If is collected by hand ensure a copy of the option 2 letter is placed on file and the  contractors representative has the original .  It may also be appropriate to email the letter to the contractor to close out the matter.
