Contract management – GC21 Ed 2
Sample letter 58A, update of 11 April 2022

Request information to support a Payment Claim
Mentioned in clauses 58.4, 58.5 & 58.6
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 clauses 58.4 to 58.6 and clause 59.1.
[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
	» 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.
Information required to support Payment Claim dated » insert the date of the relevant Payment Claim
Clause 58 of the General Conditions of Contract specifies the requirements for a Payment Claim and supporting documentation.  
The Principal received a Payment Claim from your company on » insert the date when the Payment Claim was received but has not received the following supporting documentation:
· » insert a description of the missing documentation, e.g. completed Supporting Statement and Subcontractor’s Statement in the form of Schedule 6 or Completed Inspection & Test Plans and associated checklists’; or 
· » insert......., as required by clause .......’.
Clause 59.1 of the General Conditions of Contract requires the Principal to provide a Payment Schedule within 10 Business Days after being served a Payment Claim and state the Scheduled Amount due to the Contractor. 
Under clause 59.3 the Principal may reduce the amount due to the Contractor where the Contractor has failed to comply with any outstanding obligations. The reductions may include the Principal’s assessment of its increased risks and liabilities due to the failure of the contractor to provide the documentation identified above.
Please provide the identified documentation as soon as possible and within » insert a time that allows the Principal to evaluate the information and issue the Payment Schedule within the 10 Business Days period, e.g. 2 Business Days.

Yours sincerely,


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



Guide Notes
1. Ensure that the information requested in this letter is required by the particular Contract.
2. This letter is an example of cooperative contracting. The Principal is not required to issue this letter, only to proceed with the reductions in the Payment Schedule  due its increased risks and liabilities due to the failure of the Contractor to provide the required documentation.
