Contract management – GC21 Ed 2
Sample letter 69C, update of 11 April 2022

Advise the Contractor of a change to the Principal’s senior executive
Mentioned in Contract Information item 7 and clauses 69 & 70
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 this sample letter; and
· [bookmark: _Hlk75781521]the clause commentary on clauses 69 & 70
[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. Delete all highlighting after drafting the letter.
Sample text for letter to the Contractor
Below are two options which may apply:
Use Option 1 when the current Principal’s senior executive will issue the notice.
Use Option 2 when a person other than the current Principal’s senior executive will issue the notice.
Option 1 - when the current Principal’s senior executive will issue the notice. 
	
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 Authorised Person

» insert the Contract name
Contract No. » insert the Contract No.
Change to the Principal’s senior executive
From » insert the date, the Principal’s senior executive for the above Contract is » insert the name of the replacement Principal’s senior executive. 
My appointment as Principal’s senior executive ends at the conclusion of » insert the date when the appointment ends.
Contact details for » insert the name of the replacement Principal’s senior executive are:
	Office address:
(for delivery by hand)
	»

	Postal address:
(for delivery by post)
	»

	e-mail address:
	»



Yours sincerely,

» insert the name of the current Principal’s senior executive
Principal’s senior executive


[bookmark: option2]
Option 2 - when a person other than the current Principal’s senior executive will issue the notice.
	
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 Authorised Person

» insert the Contract name
Contract No. » insert the Contract No.
Change to the Principal’s senior executive
From » insert the date, the Principal’s senior executive for the above Contract is » insert the name of the replacement Principal’s senior executive.
The appointment of » insert the name of the current Principal’s senior executive as the Principal’s senior executive will end at the conclusion of » insert the date when the appointment ends.
Contact details for » insert the name of the replacement Principal’s senior executive are:
	Office address:
(for delivery by hand)
	»

	Postal address:
(for delivery by post)
	»

	e-mail address:
	»



Yours sincerely,


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




Guide Notes
1. The Contractor must be advised if the person named in Contract Information item 7 is replaced.
2. This form of letter may be used to advise the Contractor of the Principal’s senior executive if that person is not named in the Contract Information when the Contract is awarded. Delete reference to ‘change’ and the date of the appointment and omit the second paragraph. 
3. This notice to the Contractor is not the “appointment”.  The “appointment” is a letter from the Principal (or a person with relevant authority delegated by the Principal) to the person who will be the Principal’s senior executive (see Sample letter 69A or 69B).
