Contract management - GC21 Ed 2
Sample letter 22E, update of 11 April 2022

Request the Contractor to demonstrate that Scheduled Progress is being achieved
Mentioned in clause 22.7
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 22.6 to 22.8.
[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.
Rate of Progress of the Works
On the basis of » insert a description of the circumstances that are of concern, eg. ‘your failure to complete foundation preparation by the date shown in the Contract Program’, I am concerned that the rate of progress being achieved in carrying out the Works may delay the Completion of » insert the Milestone number/s and/or ‘the Works’.
In accordance with clause 22.7 of the General Conditions of Contract, you are requested to demonstrate by » insert the date by which a response is required, say 5 Business Days after the date of this letter that you are achieving Scheduled Progress and will complete the Works » insert ‘and all Milestones’, if applicable by » insert ‘the Contractual Completion Date’ or ‘their respective Contractual Completion Dates’, as applicable.
Please submit an updated Contract Program that shows current actual progress and shows how any proposed actions, such as re-scheduling future activities, in your planned progress will address the Principal’s concerns.

Yours sincerely,


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




Guide Notes
This letter should be issued promptly if the Principal is concerned that the Works will not be completed on time.  The letter should provide evidence of the specific delays that have caused the Principal’s concerns, supported by reference to the effect of those delays on the current Contract Program.
The onus is then on the Contractor to demonstrate that the Works and all Milestones will be completed (or are likely to be completed) by their respective Contractual Completion Dates.  See the definition of Scheduled Progress.
If the Contractor does not take prompt action to explain or improve progress, the Principal can issue an instruction under clause 22.8. See letter 22f.
Additionally, it is recommended that the PaP quickly escalate the issue to the Principal’s Senior Executive in order to discuss with the Contractor’s Senior Executive and place more pressure on the Contractor to improve progress. Any delay in taking action reduces the ability to improve progress.
