Contract management - MW21
Sample Letter 11A
Respond to the Contractor’s notification of Completion
Mentioned in Clause 11.3
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 11 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 Three options which may apply:
Use Option 1 when the Principal does not agree that Completion has been reached.
Use Option 2 when the Principal agrees that Completion has been reached.
Use Option 3 when the Principal Deems that Completion has been reached
Option 1 – when the Principal does not agree that Completion has been reached.
	» 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.
Response to notification of Completion
I refer to your Schedule 3 notification dated » insert the date of the Contractor’s notification that the work under » insert ‘the Contract’ or ‘Milestone No #’, as applicable has reached Completion.
This is notice, in accordance with Clause 11.3 of the General Conditions of Contract, that I do not consider that this work has reached Completion because:
· » insert details of the reasons for this determination and/or refer to an attached list of Defects and omissions.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




[bookmark: option2]
Option 2 – when the Principal agrees that Completion has been reached.
	» 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.
Notice of Completion
In accordance with Clause 11.3 of the General Conditions of Contract, I determine that the work under » insert ‘the Contract’ or ‘Milestone No #’, as applicable reached Completion on » insert the date on which Completion was reached.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person







Option 3 – when the Principal Deems Completion has been reached.
	» 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.
Notice of Completion
In accordance with Clause 11.5 of the General Conditions of Contract, I determine that the work under » insert ‘the Contract’ or ‘Milestone No #’, as applicable reached Completion on » insert the date on which Completion was reached.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
1. Refer to the definition of Completion in Clause 1.3 to determine whether the work has reached Completion.
2. Use Option 2 if Completion has been reached 
3. Option 2 can also be used if the Contractor has not provided notification but the work under the Contract or a Milestone has reached 
4. Option 3 can be used when in the opinion of the Authorised person or the Principal there is a desire to grant completion under clause 11.5  
5. Where the Contract contains Milestones, a separate notice of Completion is required for every Milestone except the last.  When the last Milestone reaches Completion, notice of Completion of ‘the work under the Contract’ is given.

