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

Issue a Payment Schedule
Mentioned in clause 59.1
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 59.1.
[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. These letters also contain 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
Below are two options which may apply:
Use Option 1 when the Contractor’s Payment Claim is to be paid in full.
Use Option 2 when the Contractor’s Payment Claim is not to be paid in full.
Option 1 – when the Contractor’s Payment Claim is to be paid in full.
	» insert the date                                                                  Ref. No. » (if applicable)


The Contractor
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the postal address
Attention: » insert the name of the Contractor’s Authorised Person

» insert the Contract name
Contract No. » insert the Contract No.
Payment Schedule
This is a Payment Schedule issued in accordance with clause 59.1 of the General Conditions of Contract in relation to your Payment Claim dated » insert the date of the Payment Claim, which I received on » insert the date of receipt. The Principal proposes to pay an amount of $» insert the amount to be paid, as the Scheduled Amount. 
INCLUDE THE FOLLOWING SENTENCE IF APPLICABLE.
Particulars of how the Scheduled Amount was calculated are attached. 

Yours sincerely,


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




[bookmark: option2]
Option 2 – when the Contractor’s Payment Claim is not to be paid in full.
	» 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.
Payment Schedule
This is a Payment Schedule issued in accordance with clause 59.1 of the General Conditions of Contract in relation to your Payment Claim dated » insert the date of the payment claim, which I received on » insert the date of receipt. The Principal proposes to pay $» insert the amount to be paid, as the Scheduled Amount.
INCLUDE THE FOLLOWING SENTENCE IF APPLICABLE.
Details of how the Scheduled Amount was calculated are attached. 
ALWAYS INCLUDE THE FOLLOWING PARAGRAPH AND REASONS.
The Scheduled Amount is less than the Claimed Amount for the following reasons:
· » insert the reason/s for withholding any amounts included in the Payment Claim. 

Yours sincerely,


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



Guide Notes
1. The clause commentary on clause 59.1 includes important information about the preparation of Payment Schedules. 
2. The Payment Schedule must give reasons for every amount withheld, including every item in the Payment Claim that is not paid in full. 
3. The reasons for withholding payment should be justified using the provisions of the Contract.
4. If schedules are attached in explanation, the Payment Schedule should clearly refer to them.
