Contract management - MW21
Sample Letter 16A
Notify the Contractor and Senior Executive of a dispute
Mentioned in Clause 16.2
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 16 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 and the Senior Executive
	» 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 name of the Senior Executive
Senior Executive
» insert the address of the Senior Executive 




» insert the Contract name
Contract No. » insert the Contract No.
Notification of a dispute
On » insert the date when the unsatisfactory act or omission occurred or amend to ‘During the period from … to …..’, the Contractor » insert a description of the unsatisfactory act or omission by the Contractor.
The Principal is dissatisfied with the Contractor’s » insert ‘action’, ‘failure’ or ‘omission’ because » describe how the act or omission fails to comply with the requirements of the Contract, using references to specific contract clauses. 
I have not been able to resolve this matter with the Contractor and I am therefore notifying a dispute, in accordance with Clause 16.2 of the General Conditions of Contract.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person




Guide Notes
1. The Contractor’s act or omission and the date it occurred, set out in the first paragraph above, is the ‘factual’ basis for the Principal’s dissatisfaction. The Principal may be dissatisfied if the Contractor refuses to comply with an instruction and the Contract does not provide for the Principal to resolve the issue, e.g. by taking urgent action. 
2. The second paragraph of the letter sets out the legal basis of the dispute, usually in terms of failure to comply with the Contract.
