Contract management - MW21
Sample Letter 5B
Request evidence of other insurance policies
Mentioned in Clause 5.5
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 5 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 to request evidence that the Contractor holds specified insurance.
Use Option 2 to require the Contractor to address inadequacies in insurance policies provided.
Option 1 – requesting evidence of specified insurance.
	» 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 representative

» insert the Contract name
Contract No. » insert the Contract No.
Evidence of specified insurance
Under Clause 5.5 of the General Conditions of Contract, you are required to produce evidence that you hold insurance policies meeting the requirements of the Contract.
FOR WORKS, PUBLIC LIABILITY OR MARINE LIABILITY INSURANCE, USE OPTION 1.
FOR PROFESSIONAL INDEMNITY INSURANCE, USE OPTION 2.
OPTION 1
For the following insurances required under the Contract, please provide a copy of the policy and evidence of currency: 
· » insert the type(s) of insurance policy you wish to verify, ie Works and public liability and, if applicable, marine liability
OPTION 2
Please provide evidence that your professional indemnity insurance policy complies with the requirements of the Contract.
END OF OPTIONS
This evidence is required by » insert the date when the evidence is required. 

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person



Option 2 – requiring the Contractor to address inadequacies in insurance policies provided.
	» 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 representative

» insert the Contract name
Contract No. » insert the Contract No.
Inadequacies in professional indemnity insurance
I refer to the evidence of professional indemnity insurance that you provided to me on » insert the date when the evidence was received.
The specific requirements for this insurance are set out in Clauses 5.3 and 5.4 of the General Conditions of Contract.
The evidence you provided indicates that your professional indemnity insurance is inadequate in the following respects:
· » insert details of the deficiencies revealed by the insurance checklist or be referring to the relevant Contract clauses.
Please rectify these inadequacies and provide evidence, before starting work on the Site, that you hold a professional indemnity insurance policy that complies fully with the requirements of the Contract. 

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
1. In Option 1, the date specified for provision of evidence should be before the relevant work is due to start. 
2. Option 2 can be used for any insurance policy required under the Contract (refer to Contract Information items 9 and 10). Amend the references to ‘professional indemnity’ insurance and the clause references, as required.
