Contract management - GC21 Ed 2
Sample letter 51B, update of 11 April 2022

Advise a reduction in the rate of liquidated damages
Mentioned in clause 51.13
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 51.13.
[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.
Reduction in rate of liquidated damages
USE OPTION 1 WHERE THERE ARE NO MILESTONES.
USE OPTION 2 WHERE THERE ARE MILESTONES.
OPTION 1
Part of the Works is currently being occupied under clause 64 of the General Conditions of Contract. Accordingly, I am reducing the rate of liquidated damages specified in Contract Information item 49B, as provided by clause 51.13 of the General Conditions. 
As discussed on » insert the date when the matter was discussed with the Contractor, I have assessed the value of the remaining work as » insert the value of the remaining work. The reduced rate of liquidated damages is therefore $» insert the new rate per day, which is in the same proportion to the original rate as the value of the remaining work is to the Contract Price.
OPTION 2
Part of the work in Milestone » insert the applicable Milestone number is currently being occupied under clause 64 of the General Conditions of Contract. Accordingly, I am reducing the rate of liquidated damages specified in Contract Information item 49B for that Milestone, as provided by clause 51.13 of the General Conditions. 
As discussed on » insert the date when the matter was discussed with the Contractor, I have assessed the value of the remaining work in Milestone » insert the Milestone number as » insert the value of the remaining work. The reduced rate of liquidated damages for Milestone » insert the Milestone number is therefore $» insert the new rate per day, which is in the same proportion to the original rate as the value of the remaining work in that Milestone is to the Contract Price.
END OF OPTIONS

Yours sincerely,


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



Guide Notes
1. The value of remaining work should be agreed with the Contractor before this letter is issued, if possible. If not, it can be based on payments made to date.
