Contract management - MW21
Sample Letter 2A
Issue a general instruction
Mentioned in Clause 2.4
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 2 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.
Contract Instruction: » insert the subject matter of the instruction
I refer to » insert details (eg: your letter dated … / our discussions of …) and instruct you to » insert details of the instruction (eg: install a …).
This instruction is issued under Clause 2.4 of the General Conditions of Contract. It does not relieve the Contractor from any obligation under the Contract.
I do not consider this to be a Variation instruction. If a Variation were required, I would either request a proposal in accordance with Clause 9.4 or issue an instruction under Clause 9.8.
If you consider that any part of this instruction is an instruction to carry out a Variation, you are required to make a claim in accordance with Clause 15.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
This general form of letter may be appropriate where, for example, the Authorised Person is responding to a request from the Contractor for information or clarification of the Contract Documents, or where the Authorised Person has observed a minor Defect or omission in the Works and is instructing that it be addressed.
To take urgent action in the case of a safety or environmental non-conformance, Sample Letter 4E, Option 1 should be used.
