Contract management - GC21 Ed 2
Sample letter 08A, update of 11 April 2022

Advise the Contractor that particular work is part of the scope of the work
Mentioned in clauses 8.1 to 8.4
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
· the clause commentary on clauses 8.1 to 8.4.
[bookmark: _Hlk75781521][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.
» insert a description of the work that the Contractor claims is not in the scope
I refer to your notification dated » insert the date of the Contractor’s notification/ query/ advice claiming that » insert a description of the work or item of work does not form part of the scope of work that the Contractor is required to perform in connection with the Contract.
Based on the details provided in your notification, I do not agree that this work is not included in the scope of the work as defined in clause 8 of the General Conditions of Contract. 
In my opinion, the work is part of the scope included in sub-clause » insert the sub-clause of clause 8.1 or 8.2 because it was » insert the reason for your opinion, eg ‘work specifically referred to in the Contract, in Drawing No # / Specification clause #’; OR ‘necessary to achieve the effective operation of the Works because ….. ‘; OR ‘necessary to carry out and complete the Works properly because ….’; etc.
See Note 1. Also see Note 2 for other relevant clauses.)
Accordingly, I do not consider that you have established any entitlement to adjustments under the Contract on account of this alleged additional work.

Yours sincerely,


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



Guide Notes
1. In the reasons for your opinion, you should quote the relevant words from clause 8 (without change) and, if possible, refer to specific requirements set out in other Contract Documents. It may be appropriate to briefly explain how excluding the specific item of work would affect operation or preclude proper completion of the Works. 
2. Other relevant clauses dealing with scope obligations include clauses; 7.2, 12, 39.1, 39.2, 39.4 & 43.
