Contract management - GC21 Ed 2
Sample letter 69D, update of 11 April 2022

Notify the Contractor and the senior executives of an Issue
Mentioned in clause 69.2
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 69.2
[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 and the senior executives
		» 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 name of the Contractor’s senior executive
Contractor’s Senior Executive
» insert the address of the Contractor’s senior executive 




» insert the Contract name
Contract No. » insert the Contract No.
Notification of Issue
On » insert the date when the unsatisfactory act or omission occurred or amend to ‘During the period from … to …..’, the Contractor » insert a description of the unsatisfactory act or omission by the Contractor.
The Principal is dissatisfied with the Contractor’s » insert ‘action’, ‘failure’ or ‘omission’ because » describe how the act or omission fails to comply with the requirements of the Contract, using references to specific contract clauses. 
I have not been able to resolve this matter with the Contractor and I am therefore notifying an Issue, in accordance with clause 69.2 of the General Conditions of Contract.

Yours sincerely,


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

Copy to:
» insert the name of the Principal’s senior executive
» insert the address of the Principal’s senior executive



Guide Notes
1. The Contractor’s act or omission and the date it occurred, set out in the first paragraph above, is the ‘factual’ basis for the Principal’s dissatisfaction. For example, the Principal may be dissatisfied if the Contractor refuses to comply with an instruction and the Contract does not allow the Principal to resolve the matter, eg by taking urgent action. 
2. The second paragraph of the letter sets out the legal basis of the Principal’s complaint, usually in terms of failure to comply with the Contract.
