Contract management - GC21 Ed 2
Sample letter 59D, update of 11 April 2022

Notify the Contractor of a payment complaint
Mentioned in clause 59
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 59.
[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.
Notice of a payment complaint
INCLUDE THE FOLLOWING 2 PARAGRAPHS WHERE THE COMPLAINT IS FROM A SUBCONTRACTOR OR SUPPLIER. DELETE IF THE COMPLAINT IS FROM A CONTRACTOR EMPLOYEE
[bookmark: _Hlk98688051][bookmark: _Hlk98708114]I have received a copy of a ‘Breach reporting form -Security of Payment’ indicating that a Supporting Statement issued by you included false or misleading information. I am not able to provide you with a copy of the completed report.
The Principal is unaware of other issues that may bear on this matter and recommends that you take the necessary action to satisfactorily rectify any deficiencies in the Supporting Statements submitted, if required.
INCLUDE THE FOLLOWING 4 PARAGRAPHS WHERE THE COMPLAINT IS FROM AN EMPLOYEE OF THE CONTRACTOR. DELETE IF THE COMPLAINT IS FROM A SUBCONTRACTOR OR SUPPLIER.
I have received a statutory declaration from » insert the name of the person, that submitted the statutory declaration (copy attached) stating that payment that was due for » insert the appropriate reason for payment, eg ‘work carried out as an employee’ for the above Contract have not been made.
The statutory declaration is forwarded for your information and action.
In accordance with the NSW Building and Construction Guidelines I have notified the Industrial Relations Construction Compliance Unit of this matter.
The Principal is unaware of other issues that may bear on this matter and recommends that you take the necessary action to satisfactorily resolve the matter, if possible.

Yours sincerely,


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

Encl (1)




Guide Notes
1. The personal information provided on or with the ‘Breach reporting form -Security of Payment’ is required to be stored and handled in accordance with the Privacy and Personal Information Protection Act 1998. Accordingly, NO information from the form is to be provided to the Contractor by the Principal.
2. Where the complaint is from an employee, attach a copy of the complainant’s statutory declaration to this letter.
