Contract management - GC21 Ed 2
Sample letter 15B update of 11 April 2022

Instruct the Contractor to comply with NSW Government requirements
Mentioned in clause 15
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;
· [bookmark: _Hlk75781521]the clause commentary on clause 15; and
· the relevant clauses in the Preliminaries.
[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. This letter also contains options. Guidance on the options is provided in red text. Delete all red text and highlighting after drafting the letter.
Sample text for letter to the Contractor
	» 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.
Failure to comply with NSW Government requirements for » insert the relevant category, eg ‘WHS management’, Quality management or ‘Environmental management.
Under clauses 15.3 and 15.4 of the General Conditions of Contract and Contract Information item » insert the relevant item number, you are required to implement and maintain a management plan complying with the NSW Government » insert the relevant title Management Guidelines.
Further, Preliminaries clause » insert the relevant clause number requires you to » insert a description of any relevant specific requirement(s).
You have failed to comply with these requirements because » insert a description of, and/or reference to the non-compliances. Refer to relevant specific clauses in the Contract. This is considered a breach of Contract.
USE OPTION 1 WHERE THERE IS A SIGNIFICANT SAFETY OR ENVIRONMENTAL RISK WITH CONTINUING WORK IN THOSE PARTS OF THE SITE AFFECTED BY THE RISK.
USE OPTION 2 WHERE:
· IT IS CONSIDERED THAT THE RISK CAN BE MANAGED WITHOUT SUSPENDING ANY WORK; OR
· AFTER THE RELEVANT REVIEW PERIODS HAVE EXPIRED AND BEFORE WORK HAS COMMENCED.
OPTION 1
Accordingly, in accordance with clause 53.1 of the General Conditions of Contract, I instruct you to immediately suspend work on » insert details of the part of the Works or temporary work to be suspended.
The need for the suspension does not arise from an act or omission of the Principal. You are therefore instructed to resume carrying out the suspended work when » insert conditions for resuming work, eg the rectification of the identified non-compliances in the » insert the relevant title Management Plan and submission of the updated » insert the relevant title Management Plan to the Principal identifying that the cause of the suspension has been satisfactorily resolved.
OPTION 2
You are instructed to rectify the non-compliances in the » insert the relevant title Management Plan and submit the updated Plan to the Principal identifying that the non-compliances have been satisfactorily resolved within » insert a reasonable time, eg 2 Business Days.
USE OPTION 3 FOR QUALITY MANAGEMENT MATTERS IN ADDITION TO OPTION 2.
OPTION 3
Please note that, if you fail to rectify these matters, Preliminaries clause » insert the applicable clause number provides for the Principal to implement such inspections and tests as the Principal determines.  The Principal’s costs will be a debt due from the Contractor.
END OF OPTIONS

Yours sincerely,


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




Guide Notes
The Sample letter applies to WHS, quality and environmental management matters. For non-compliance with Aboriginal Participation requirements, refer to Sample letter 15a, option 2.
Ensure that you have evidence that the relevant requirements have not been met, to support the allegations made in the letter.
