Contract management - MW21
Sample Letter 9F
Respond to notification of the effects of an instructed Variation 
Mentioned in Clauses 9.9 & 9.10
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 9 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 when the effects on price and time notified by the Contractor are accepted. 
Use Option 2 when any aspects of the price and time effects notified by the Contractor are not accepted.
Option 1 - when the effects on price and time notified by the Contractor are accepted.
	» 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.
Variation number » insert the Variation number: » insert a brief description
I refer to your notification dated » insert the date of the Contractor’s notification in relation to the above Variation, which was instructed under Clause 9.8 of the General Conditions of Contract.
The price and time effects included in your notification are accepted by the Principal, in accordance with Clause 9.9.
INCLUDE THE FOLLOWING PARAGRAPH FOR LUMP SUM CONTRACTS ONLY.
The Contract Price, taking into account the accepted price adjustment of $» insert the Contractor’s price, is now $» insert the adjusted Contract Price.
USE OPTION 1 WHERE THERE ARE NO MILESTONES.
USE OPTION 2 WHERE THERE ARE MILESTONES.
OPTION 1
The extended date for Completion of the Works, taking into account the effect of this Variation, is » insert the extended date for Completion.
OPTION 2
The extended date(s) for Completion of Milestone(s) » insert the applicable Milestone number(s), taking into account the effect of this Variation, are 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




[bookmark: option2]Option 2 - when any aspects of the price and time effects notified by the Contractor are not accepted.
	» 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.
Variation number » insert the Variation number: » insert a brief description
I refer to your letter dated » insert the date of the Contractor’s notification notifying the price and time effects of the above Variation, which was instructed under Clause 9.8 of the General Conditions of Contract.
The Principal does not accept the following aspects of the notified price and time effects: 
» insert details of the unacceptable aspects of the price and time effects notified by the Contractor.
In accordance with Clause 9.10, the Principal assesses that your entitlements for this Variation are as follows:
1. a price adjustment of $» insert the additional cost determined in accordance with Clause 9.10, including GST, as detailed in the attached breakdown.
INCLUDE THE FOLLOWING FOR LUMP SUM CONTRACTS ONLY.
The Contract Price, taking into account this assessed price adjustment, is now $» insert the adjusted Contract Price.
USE OPTION 1 WHERE THERE ARE NO MILESTONES.
USE OPTION 2 WHERE THERE ARE MILESTONES.
OPTION 1
2. an extension of time of » insert the number of working days, if any, that the Contractor’s critical path will be affected working days for the Works. 
Accordingly, the extended date for Completion for the Works is now » insert the extended date for Completion.
OPTION 2
2. an extension of time of » insert the number of working days, if any, that the Contractor’s critical path will be affected working days for Milestone(s) » insert the applicable Milestone number(s).
Accordingly, the extended date(s) for Completion are:
· Milestone No. » insert the relevant Milestone number - » insert the applicable extended date for Completion.
· »
END OF OPTIONS
Please advise within 3 Business Days after the date of this letter whether or not you accept these assessments.
If you do not accept the assessments, please also refer to Clause 9.11 of the General Conditions of Contract.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
1. For Schedule of Rates contracts, it is not appropriate to state an adjusted Contract Price because the price is determined from the tendered rates and actual quantities.  Confirm the accepted price for the Variation (including GST) instead.
2. It is good practice to confirm the extended date for Completion, even if there is no extension of time applicable to an approved Variation, i.e. the extension of time is ‘NIL’ working days.
