Contract management - GC21 Ed 2
Sample letter 64, update of 11 April 2022

Notify early use by the Principal
Mentioned in clause 64.2
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 64.
[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.
Early use of » insert ‘the Works’ or a brief description of the part of the Works to be used.
As discussed, clause 64 of the General Conditions of Contract provides for the Principal to use or occupy part or all of the Works before Completion is achieved.
This is notice that, from » insert the date of occupation, which is to be at least 21 days after the Contractor receives this letter – which can be the date of issue if the letter is attached to an email, the Principal will be using » insert ‘the Works’ or details of the part of the Works to be used. Refer to relevant drawings if appropriate.
In accordance with clause 64.4 of the General Conditions, you are requested to provide the following documents and items by » insert the date by which the Contractor is to provide relevant documents and items, which should not be less than 21 days after the Contractor receives this notice:
· » insert details of the documents such as the occupation certificates, and all the other things that are necessary for the Principal to use or occupy the relevant part of the Works.
Please advise what elements of the work will remain incomplete after the Principal starts using the part of the Works specified above and what access provisions you require, as principal contractor, to complete these elements.
Note that, under clause 64.1.1, your responsibilities under the Contract are not affected except if they are reduced under clauses 26.3 or 26.7 or if the Principal causes your work to be hindered. You are also required to consult, co-operate and co-ordinate your activities with the person who has management control of the premises where the work is to be carried out.
Please also advise any issues that may hinder or delay the Principal in making use of this part of the Works. 

Yours sincerely,


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



Guide Notes
1. This letter should confirm and expand on prior discussions on the need for early use. Refer to the clause commentary for other issues that need to be dealt with such as insurance, access, WHS, worksite control and environmental hazards.
2. Ensure that the reduced indemnities under clauses 26.3 & 26.7 are dealt with in the Principal’s/ clients insurance.
3. Provide clear details of the part of the Works to be used by the Principal.  Only request documents and other things that are needed to safely use the facility.
