Contract management - MW21
Sample Letter 13A
Issue a payment schedule
Mentioned in Clause 13.3
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
Below are two options which may apply:
Use Option 1 when the Contractor’s payment claim is not to be paid in full.
Use Option 2 when the Contractor’s payment claim is to be paid in full.
[bookmark: option2]Option 1 – when payment is to be less than the amount claimed.
	» 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.
Payment Schedule
In accordance with Clause 13.3 of the General Conditions of Contract, I have assessed your payment claim dated » insert the date of the payment claim, which I received on » insert the date of receipt. The Principal proposes to pay $» insert the amount to be paid.
INCLUDE THE FOLLOWING SENTENCE IF APPLICABLE.
Details of how this amount was calculated are attached to this payment schedule. 
ALWAYS INCLUDE THE FOLLOWING PARAGRAPH AND REASONS.
The amount is less than the amount claimed for the following reasons:
· [bookmark: _Hlk137570786]» insert the reason/s for withholding the amounts. 
· »
Yours sincerely,


» insert the name of the Authorised Person
Authorised Person





Option 2 – when the claim is to be paid in full.
	» 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.
Payment Schedule
In accordance with Clause 13.3 of the General Conditions of Contract, I have assessed your payment claim dated » insert the date of the payment claim, which I received on » insert the date of receipt. The Principal proposes to pay an amount of $» insert the amount to be paid. 
INCLUDE THE FOLLOWING SENTENCE IF APPLICABLE.
Particulars of how this amount was calculated are enclosed. 

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
1. The commentary on Clause 13.3 includes important information about the preparation of payment schedules. 
2. Payment is made for works completed, if work has been done under the contract the contractor should be paid regardless of a variation cost being agreed.
3. The Contractor is not entitled to payment for additional works not instructed by the Principal under the contract.
4. The payment schedule must give reasons for every amount withheld, including every item in the payment claim that is not paid in full. Even if it has been explained in a previous payment claim
5. The reasons for withholding payment must be justified using the provisions of the Contract and should be in sufficient detail (calculations and alike) that allows the contractor to understand why it is not being paid in full 
6. If schedules are attached in the explanation, the payment schedule should clearly refer to them.
