Contract management - GC21 Ed 2
Sample letter 48D, update of 11 April 2022

Instruct that additional work be carried out as Daywork
Mentioned in clause 48.4.2
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 clauses 48.4.
[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.
Instruction to carry out Daywork
This is an instruction under clause 48.4.2 of the General Conditions of Contract for the following additional work to be carried out as Daywork: 
» insert details of the specific additional work. Ensure this is clearly distinguished from other work in connection with the Contract. Refer to any attached drawings and technical specifications
Note that the provisions of Schedule 8 to the General Conditions of Contract (Daywork) will apply to this work. You are required to record the resources used for the work on a daily basis, including plant and personnel.  The Principal’s endorsement of the hours worked is required on a » insert daily or other time basis. You will also need to provide evidence of the costs of materials supplied and any work carried out by subcontractors. 
Please provide the following information for the Principal’s approval, within » insert an appropriate time, e.g. 2 or 5 Business Days.
The resources you propose to use on the work;
The proposed hourly rates for those resources, including information supporting the proposed rates;
Proposed subcontractors;
Anticipated materials;
Sample timesheets for recording the resources used each day; and
» insert any other information required – refer to Schedule 8.
INCLUDE THE FOLLOWING PARAGRAPH IF THE WORK IS SO URGENT THAT IT IS NOT POSSIBLE TO DELAY STARTING THE WORK UNTIL AGREEMENT IS REACHED ON THE MATTERS LISTED ABOVE.
Please start this additional work as soon as possible.
END OF PARAGRAPH

Yours sincerely,


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




Guide Notes
It is good practice to discuss with the Contractor when the work could reasonably start. If a date has been agreed, this can be confirmed in the letter.
Under clause 1 of Schedule 8, the Principal and Contractor must agree on the amount and type of labour, plant and materials to be used, and conditions for its use. Without agreement, a Variation by Daywork should not proceed.
It is desirable to agree, before the additional work starts, on the hourly rates and the method of recording and endorsing resources used, but it may not be possible if the work is urgent.

