Contract management - MW21
Sample Letter 13D
Notify the Principal’s intention to deduct or set-off a debt due
Mentioned in Clause 13.7
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.
Intention to make a deduction for a debt due to the Principal
Under Clause 13.7 of the General Conditions of Contract, the Principal is entitled to set-off from Contract payments a sum equivalent to any debt due from the Contractor to the Principal.
The Contractor has incurred a debt to the Principal in the amount of » insert the amount of the debt for the following reasons:
· » insert the reasons for the debt (see Note 1).
· » 
Details of the Principal’s costs that make up the debt are attached.
Please note that this amount will be deducted from future payments due to the Contractor by way of Variation No. » insert the applicable Variation number.

Yours sincerely,


» insert the name of the Authorised Person
Authorised Person
See attached 



Guide Notes
1. The Contractor may owe a debt to the Principal for a number of reasons, eg if the Principal has undertaken urgent work or accepted Defects not made good. The Principal’s entitlement will arise under a contract between the parties and its source must be clearly identified. This can be by referring to the contract number and name and the issue  or  events that  the  set off is for. 
2. Note 13.7 states the debt owed can be for any contract between the parties
