Contract management - GC21 Ed 2
Sample letter 18, update of 11 April 2022

Agree to a change in working hours and working days
Mentioned in Contract Information item 18 and clause 18
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 18.
[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.

Changed working hours and working days
I refer to your request dated » insert the date of the Contractor’s request for approval to work on » insert the day of the week and/or hours of the day on which work is proposed eg: Saturday from 7:00 to 13:00.
These hours are outside those specified in clause 18 of the General Conditions of Contract. Accordingly, I agree that the Contractor may work on » insert the day and the agreed dates, if applicable from » insert the proposed hours of work on condition that all costs incurred by you as a result of such additional working days and hours will be borne by the Contractor. The work carried out during that time must be restricted to » insert a description of the proposed type(s) of work and associated activities.
USE OPTION 1 BELOW IF THE PRINCIPAL WILL NOT BE AVAILABLE TO ATTEND THE SITE ON THE ADDITIONAL WORKING HOURS.
USE OPTION 2 IF THE CONTRACTOR IS REQUIRED TO REIMBURSE THE PRINCIPAL FOR THE COSTS OF SITE ATTENDANCE.
OPTION 1
The Principal will not be available to attend the Site on the additional days, and no work requiring inspection by the Principal must be carried out.
OPTION 2
If the Principal’s attendance is required during the working hours agreed above, the Contractor will be required to meet the Principal’s additional administration costs of » insert $ rate/ hr plus GST.
END OF OPTIONS

Yours sincerely


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



Guide Notes
1. Note that the Principal does not have the right to instruct the Contractor to perform work outside the working hours and working days specified in clause 18 without the Contractor’s agreement and/ or meeting any additional costs incurred by the Contractor.
