

Contract management - MW21
Sample Letter 13C
Request account details for payment by EFT
Mentioned in Clause 13.5
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 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
	» 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.
Account details for payment by EFT
Would you please provide details of the account into which payments for this Contract are to be made, to enable electronic transfer of funds.
Please note that, under Clause 13.5 of the General Conditions of Contract, no payment is due to your company until you have provided sufficient details.
INCLUDE THE FOLLOWING SENTENCE IF APPLICABLE, OTHERIWSE DELETE .
Please complete the attached form to be completed as part of your request .

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
1. It is advisable to setup vendors when awarding the contract to prevent potential SoPA actions be taken for late or non payment
2. The agency may have a set format for this information to be provided.  A copy of the form/templates should be attached to this letter.
3. Care should be taken to establish the correct details in the case of identity theft 
4. Most agencies finance teams have a process for setting up vendors to ensure that the correct organisation receives payments by EFT, refer to  those procedures as appropriate . 
