Contract management - GC21 Ed 2
Sample letter 73F, update of 11 April 2022

Advise of payment due to the Contractor when the Principal completes the Works
Mentioned in clause 73.6
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 clause 73.6.
[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 Principal take all remaining work in connection with the Contract out of the Contractor’s hands,
Use Option 2 when the Principal exercises its right to Step-In and takes part (but not all) of the work in connection with the Contract out of the Contractor’s hands.
Option 1 – if the Principal take all remaining work in connection with the Contract out of the Contractor’s hands,
	» 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
Attention: » insert the name of the Contractor’s Authorised Person

» insert the Contract name
Contract No. » insert the Contract No.
Payment due to the Contractor after completion of the Works
On » insert the date of the notice under clause 73.4 or 73.5 (letter 73C or 73D), you were notified that the Principal may employ others to complete the Works, in accordance with clause 73.6 of the General Conditions of Contract.
The Principal has had the Works completed by others. The cost the Principal incurred in completing the outstanding work was $» insert the cost the Principal incurred to complete the Works. A breakdown of this cost is attached. 
The amount that would have been paid to the Contractor under the Contract to complete the work that was outstanding when the Principal took over the work is $» insert the amount that would have been paid, ie the Contract Price at the time the Principal took over the work minus the amount actually paid to the Contractor (see Note 1). 
The cost incurred by the Principal is $» insert the amount of the difference less than the amount that would have been paid to the Contractor to complete the Works. This amount is payable by the Principal to the Contractor.
Please submit a payment claim, together with a completed Subcontractor Statement and Supporting Statement, as required by clause 58.6 of the General Conditions of Contract, so that payment can be made.

Yours sincerely,


» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person



Option 1 – if the Principal exercises its right to Step-In and takes part (but not all) of the work in connection with the Contract out of the Contractor’s hands.
	» 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
Attention: » insert the name of the Contractor’s Authorised Person

» insert the Contract name
Contract No. » insert the Contract No.
Payment due to the Contractor after completion of the Works
On » insert the date of the notice under clause 73.4 or 73.5 (letter 73C or 73D), you were notified that the Principal may employ others to complete the parts of the works taken out of the contractor’s hands (the relevant work), in accordance with clause 73.7 of the General Conditions of Contract.
The Principal has had the relevant work completed by others. The cost the Principal incurred in completing the relevant work was $» insert the cost the Principal incurred to complete the Works taken out of the Contractor’s hands. A breakdown of this cost is attached. 
The amount that would have been paid to the Contractor under the Contract to complete the relevant work that was outstanding when the Principal took over the work is $» insert the amount that would have been paid, ie the Contract Price at the time the Principal took over the work minus the amount actually paid to the Contractor (see Note 1). 
The cost incurred by the Principal is $» insert the amount of the difference less than the amount that would have been paid to the Contractor to complete the relevant work. This amount is payable by the Principal to the Contractor.
Please submit a payment claim, together with a completed Subcontractor Statement and Supporting Statement, as required by clause 58.6 of the General Conditions of Contract, so that payment can be made.

Yours sincerely,


» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person




Guide Notes
1. The amount ‘actually paid’ to the Contractor does not include any retention monies deducted from payments.
2. All amounts stated in this letter are to include GST.
