Contract management - GC21 Ed 2
Sample letter 32, update of 11 April 2022

Notify arrangements for the start-up workshop
Mentioned in clause 32
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;
· Attachment 1 of the General Conditions of Contract; and
· [bookmark: _Hlk75781521]the clause commentary on clause 32
[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 start-up workshop invitees
	» insert the date                                                                  Ref. No. » (if applicable)

» insert the name of the invitee,
» insert the name of the invitee’s organisation
» insert the invitee’s postal address

» insert the Contract name
Contract No. » insert the Contract No.

GC21 Start-up Workshop
You are invited to attend the GC21 ‘start-up’ workshop for the above contract.
The objective of the start-up workshop is to introduce the parties, promote a culture of cooperation and teamwork for the management of the Contract and encourage the parties to the contract and others concerned with the project to work together to achieve a successful result.  The agenda is attached.
Details of the workshop are:
	Venue:		» insert the name of the venue
			» insert the address of the venue
	Time and date:	» insert the time and date of the workshop
The following participants have been invited to the workshop:
	» insert the name of each invitee 
	» insert the name of the invitee’s organisation


Would you please contact » insert the contact person’s name on » insert the contact person’s telephone number before » insert an appropriate date to advise if you will be attending the workshop.

Yours sincerely,


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

Encl (1)




Guide Notes
1. Attach a copy of the agenda for the GC21 start-up workshop.  Information to assist in preparing the agenda is provided in the ‘GC21 Edition 2 meetings and workshops’ document in the ‘Download support documents’ section of the GC21 Edition2 buy.nsw website. A direct link to the document is: https://buy.nsw.gov.au/__data/assets/word_doc/0007/626749/gc21_ed2_meetings_and_workshops_2017_02_14.docx
2. The Principal must convene a start-up workshop within 28 days after the Date of Contract, or within a longer period if the parties agree.  
3. Before sending out this letter, the Contractor and Principal will need to agree on:
· the workshop participants;
· the date of the workshop;
· the workshop program;
· the workshop venue;
· if a facilitator is to be used (appropriate for large projects); and
· how any costs will be met.
4. The Principal arranges:
· the workshop venue including necessary equipment;
· any food, beverages etc required;
· a facilitator, if required; and
· nametags for each participant.
