Contract management - GC21 Ed 2
Sample letter 33D, update of 11 April 2022

Reduce the amount held as Undertakings
Mentioned in clause 33.5
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 33.5. 
[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
	» insert the date                                                                  Ref. No. » (if applicable)

The Manager,
» insert the name of the financial institution
» insert the address of the financial institution
Attention: » insert the name of an appropriate person within the financial institution. This is essential to avoid the letter and original of the Undertaking being mis-directed or lost within the organisation.

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

Reduction in the amount of an undertaking
By its undertaking dated » insert the date of the undertaking, a copy of which is enclosed, the » insert the name of the financial institution unconditionally undertook to pay on demand to the » insert the title of the Principal ( ‘the Principal’ ) any amount demanded by the Principal, up to a maximum aggregate sum of $» insert the amount of the Undertaking.
Milestone » insert the appropriate Milestone number of the above Contract has been completed and the Principal has agreed to reduce the amount of the undertaking.
Henceforth, the Principal will not call upon the » insert the name of the financial institution to pay more than a maximum aggregate sum of $» insert the reduced amount of the Undertaking and » insert the name of the financial institution is released from the amount of its liability under the undertaking that exceeds this reduced sum.
If the » insert the name of the financial institution requires that the original undertaking be replaced with another undertaking of the reduced amount of $» insert the reduced amount of the Undertaking, please contact » insert the name and contact details of the person responsible for administering securities to arrange an exchange of the undertakings.


Yours sincerely,


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

Encl (1 )

Copy to: 	Contractor’s Authorised Person
		» insert the name of the Contractor




Guide Notes
1. When Completion of a Milestone is achieved, the Principal may (in its absolute discretion) agree to a proportionate reduction in the amount of security held, based on the proportion of the Works in the Milestone.
2. Depending on the financial institution, it may not be necessary to replace the undertaking with another undertaking of a reduced amount.
