Contract management – GC21 Ed 2
Sample letter 55A, update of 11 April 2022

Request information before instructing Provisional Sum work
Mentioned in clause 55.4
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 55.4.
[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.
Proposed Provisional Sum work - Request for information
The Principal is considering proceeding with the following work, which is specified against a Provisional Sum:
· » insert the specified description of the relevant Provisional Sum work.
The specific requirements for this work are:
· » insert the specific requirements, eg refer to an attached detailed specification or identify the required make and model of the item. (see Note 2) 
To assist the Principal to determine whether to proceed with this work, you are requested to advise:
1. the anticipated direct costs of the work, supported by evidence; and
2. any impact the work would have on other work in connection with the Contract or the fitness for purpose of the Works.
Where it is proposed that the work, or a part thereof, will be carried out by Subcontract, quotations from 2 (or more) possible subcontractors would assist in assessing the reasonable costs for the Provisional Sum work.
Please provide this information within 10 Business Days.

Yours sincerely,


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




Guide Notes
1. The Principal can only request subcontractor quotations. However, it must take steps to ensure the agreed cost is reasonable. This is in essence a ‘single invited quote’. An estimate of the work should be prepared prior to receiving the Contractor’s advice.
2. Ensure that the scope of the Provisional Sum work is very clear, especially where it connects to or interacts with other work under the Contract. This includes related aspects such as testing/ commissioning.
