Contract management - GC21 Ed 2
Sample letter 07, update of 02 January 2024

Letter of Award AND attached letter on administrative matters
Mentioned in clause 7 and Contract Information item 26
User guidance
Guidance for GC21 Edition 2, including clause commentary and a suite of Sample letters, is provided on the buy.nsw website: https://buy.nsw.gov.au/resources/gc21
Refer also to:
· the guide notes provided at the end of these Sample letters;
· the notes and guidance included with clause 7 and Contract Information item 26; and
· Contract Information item 15 and clauses 15, 20, 22, 27, 33 and 59 for the administrative requirements in the attached letter.
[bookmark: _Hlk75781521][bookmark: _Hlk75781804]Instructions in the sample text below have been highlighted in yellow. If highlighting is not visible, go to File/ Options then click on the Display tab, tick the ‘show highlighter marks’ check box and click the OK button. These letters also contain options. Guidance on the options is provided in red text. Delete all red text and highlighting after drafting the letter. Note the red text is not formatted as hidden text.
Sample text for Letter of Award
	» insert the date                                                                  Ref. No. » (if applicable)

The Contractor,
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the Contractor’s address

» insert the Contract name
Contract No. » insert the Contract No.

Letter of Award
The Principal accepts your tender dated » insert the date of the tender for the above Contract, for the Contract Price stated in Contract Information item 40.
The following alternatives and options in your tender are accepted: 
» insert details of any alternatives or options that are being accepted. 
»
The prices applicable to these accepted alternatives and options are included in the stated Contract Price. No other alternatives or options are accepted.
Your attention is drawn in particular to clause 7, which lists the documents that form the Contract, and to the attached letter setting out some administrative matters that require your prompt attention.
Attached to this Letter of Award is your copy of the final Contract Information, in which items 8 to 11 inclusive, item 12, item 15F, item 26 and item 40 have been completed.
Contract Information item 13 states the time period(s) for the Contractor to achieve Completion.
USE OPTION 1 IF THE SITE IS AVAILABLE.
USE OPTION 2 IF THE PRINCIPAL IS UNABLE TO GIVE SUFFICIENT ACCESS TO THE SITE FOR THE CONTRACTOR TO START WORK.
OPTION 1
Subject to compliance with all relevant requirements of the Contract, Site access is given at the relevant times stated in Contract Information item 13. 
OPTION 2
Site access is not yet available, but you are requested to proceed with the preparatory work required to meet Contract requirements relevant to starting work. You will be instructed when sufficient of the Site is available to allow work to start.  
END OF OPTIONS

» insert the name of the person issuing the notice
» insert the person’s position title
for the Principal

Encl (3)

	


Sample text for letter to the Contractor about administrative matters
Note the letter about administrative matters assumes the standard form document – GC21 Edition 2 Preliminaries is included in the Contract Documents. Amend the letter if another form of Special Conditions is included.
	» insert the date                                                                  Ref. No. » (if applicable)

The Contractor,
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the Contractor’s address

» insert the Contract name
Contract No. » insert the Contract No.

ADMINISTRATIVE MATTERS
The Contract requires you to deal with a number of administrative matters promptly, after you receive the Letter of Award. They include the following.
Account for deposit of payments
Please provide or confirm details of the Contractor’s account for the electronic funds transfer of payments in accordance with clause 59.5 of the General Conditions. Your account details should be provided under your company’s letterhead and signed by an authorised financial officer.
Please also note that the Principal requires a minimum of 5 Business Days written notice of any changes to the nominated account to avoid payments being made into a previously nominated account.
DELETE THE FOLLOWING HEADING AND PARAGRAPH WHERE THE PRINCIPAL PAYS THE LONG SERVICE LEVY ON BEHALF OF THE CONTRACTOR. THIS APPLIES TO SOME LOCAL GOVERNMENT AGREEMENTS.
Long Service Levy
Please provide evidence of payment of the long service levy to the Building and Construction Industry Long Service Payments Corporation before starting construction work (clause 20 of the General Conditions of Contract).
END OF PARAGRAPH
Contract Program
Please provide a Contract Program complying with the requirements of clause 22.2 of the General Conditions of Contract. The Contract Program is required within 14 days after the Date of Contract (clause 22.1 of the General Conditions).
USE THE FOLLOWING OPTIONAL PARAGRAPH IF THE TENDER PROGRAM WILL BE TREATED AS THE CONTRACT PROGRAM UNTIL A COMPLYING CONTRACT PROGRAM IS RECEIVED, OTHERWISE DELETE THE PARAGRAPH.
Until a complying Contract Program is received, the program submitted with your tender will be treated as the Contract Program and used to monitor progress of the Works.
END OF PARAGRAPH
Verification of existing services and survey marks
Please provide written confirmation that a Contractor’s representative has been appointed to manage services interactions and that the locations of all underground and other existing services and Survey Marks at, or adjacent to, the Site, that may be affected by the Contract work have been verified and marked (for services) or protected (for Survey Marks) before starting construction work (Preliminaries clauses - Existing services and Protection of Survey Marks).
Proof of insurance
Workers compensation insurance
Clause 27.3.1 of the General Conditions of Contract and Contract Information item 23 require you to hold workers compensation insurance as required by law. Please provide evidence of the adequacy and currency of your workers compensation insurance (clauses 27.11 and 27.12 of the General Conditions).
INCLUDE THE RELEVANT OPTIONAL PARAGRAPHS BELOW IF THE CONTRACTOR IS REQUIRED TO ARRANGE INSURANCE UNDER THE CONTRACT.
Insurance of the Works and public liability
Under clause 27.2 of the General Conditions of Contract, you are responsible for effecting insurance covering the Works and public liability. Please provide a copy of that policy and evidence of its currency (clauses 27.11 and 27.12 of the General Conditions). 
Professional indemnity insurance
Under clause 27.3 of the General Conditions of Contract, you are required to effect professional indemnity insurance covering work in connection with the Contract. Please provide evidence that your professional indemnity insurance policy complies with the requirements of the Contract and that it is current (clause 27.11 of the General Conditions).
Marine liability insurance
Under clause 27.3 of the General Conditions of Contract, you are required to effect marine liability insurance for work involving the use of waterborne craft of 8 or more metres in length. Please provide a copy of that policy and evidence of its currency (clauses 27.11 and 27.12 of the General Conditions).
Motor vehicle property damage insurance
Under clause 27.3 of the General Conditions of Contract, you are required to effect third party property damage insurance for work involving the use of motor vehicles of any kind. Please provide a copy of that policy and evidence of its currency (clauses 27.11 and 27.12 of the General Conditions).
END OF OPTIONAL PARAGRAPHS
Note that you are required to effect the specified insurance policies and provide evidence of their currency before starting work in connection with the Contract.
Unconditional Undertakings
Please provide the Completion Undertaking and the Post-Completion Undertaking required under clause 33.1 of the General Conditions of Contract. These undertakings are to be provided within 14 days after the Date of Contract and are required before you start work on the Site. 
The amounts of the undertakings are specified in Contract Information items 33 and 34 respectively. The undertakings must be in the form specified in Schedule 2 to the General Conditions.
Management Plans (NSW Government requirements)
The following management plans are required to be submitted within times stated in the table below (clause 15 of the General Conditions of Contract, Contract Information items 15A to 15F and Preliminaries clauses – Work health and safety management, Quality management requirements, Environmental management and Aboriginal participation.
DELETE THE ROWS IN THE TABLE THAT ARE NOT RELEVANT TO THE SPECIFIC CONTRACT.
THE ‘TO BE SUBMITTED’ TIMES HAVE BEEN TAKEN FROM THE DEFAULT OPTIONS IN CONTRACT INFORMATION ITEM 15. AMEND IF ALTERNATIVE TIMES HAVE BEEN SPECIFIED.
	Management Plan
	To be submitted:

	Work health and safety
	Not less than 14 days before starting work on the Site

	Quality 
	Before starting design or construction work in connection with the Contract

	Environmental 
	Not less than 14 days before starting work on the Site

	Aboriginal participation
	Within 21 days after the Date of Contract


Please note that, as required by the above referenced Preliminaries clauses:
· [bookmark: _Hlk75813421]the submitted WHS Management Plan is to be accompanied by the checklists (1-12) of Appendix D – Sample WHSMP Audit Report from the NSW Government Work Health & Safety management guidelines (for Construction Procurement) (Edition 6), completed, where applicable, and signed by the Contractor.
The checklist can be found in the guideline in the Work health and safety section of the Construction guidelines at https://buy.nsw.gov.au/categories/construction.
· the submitted Quality Management Plan is to be accompanied by Appendix C – Quality Management Plan assessment checklist from the NSW Government Quality Management Guidelines (Edition 4), completed by the Contractor.
The checklist can be found in the Quality management section of the Construction guidelines at https://buy.nsw.gov.au/categories/construction.
· the submitted Environmental Management Plan is be accompanied by Appendix B – Environmental Management Plan review checklist from the NSW Government Environmental Management Guidelines for construction (Edition 4), completed and signed by the Contractor.
The checklist can be found in the Environmental management section of the Construction guidelines at https://buy.nsw.gov.au/categories/construction.
Notwithstanding other requirements, plans that do not comply with the guidelines, as identified by their respective checklists, may be rejected.
Yours sincerely,

» insert the name of the person issuing the notice and insert ‘for’ or 
» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person





Guide notes
1. The acceptance of a tender offer must be unequivocal.  Ensure that the Contractor receives the Letter of Award, for example, by sending the letter to the Contractor by registered mail or similar means of delivery.
2. Refer to General Conditions clause 7 and the definition of Date of Contract for options in forming the Contract,
3. The Contract Information must be updated to include:
the Contractor’s details in items 8, 9, 10 and 11 (submitted in Tender Schedules - Schedule of Contract Information);
the date of the Letter of Award as per item 12;
the APP value in item 15E;
a list of all the documents, exchanged between the successful tenderer and the Principal after the original issue of the Request for Tender documents, that are necessary to fully describe the offer being accepted in item 26; and
the Contract Price at the Date of Contract in item 40.
4. The completed Contract Information must be attached and issued to the Contractor with the Letter of Award.
5. It is convenient, and strongly recommended, to attach the letter addressing administrative matters to the Letter of Award, because these should be dealt with as soon as possible after the Date of Contract (i.e. the date of the Letter of Award). 
If the letter on administrative matters is sent out separately, delete reference to it from the final paragraph of the Letter of Award. 
The letter should, as should all contract correspondence, be signed by or ‘for’ the Principal’s Authorised Person. The same signature requirements should apply to the Contractor.
