Contract management - GC21

Sample Letter 1


Contract Instruction (general)

Mentioned in Clause 1.3

User guidance

Click on the following link for user guidance.


Sample text for letter to the Contractor

	» insert the date
The Contractor,
» insert the name of the Contractor (see Contract Information item 8)
ABN » insert the Contractor’s ABN
» insert the Contractor’s address (see Contract Information item 11)
Attention: » insert the name of the Contractor’s Authorised Person (see Contract Information item 9)
» insert the Contract name
Contract No. » insert the Contract No.
Contract Instruction

I refer to » insert details (eg: your letter dated … / our discussions of …) and instruct you to » insert details of the instruction (eg: install a …).

This instruction is issued under clause 1.3 of the General Conditions of Contract.  It does not involve a Variation or relieve the Contractor from any obligation under the Contract.  Where an instruction constitutes a Variation, a separate Variation instruction will be issued under clause 52.1. 

If you consider that any part of this instruction constitutes a Variation, you must give notice in accordance with clause 52.8 within 7 days after this instruction.  

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



Guide Notes

1. This general form of letter may be appropriate where, for example, the Contractor has requested information or clarification of the contract documents or the Principal’s Authorised Person has observed a minor defect or omission in the Works.
2. Unless urgent or special circumstances exist, no Variation should be instructed before the value and time implications of the Variation have been agreed.  To initiate this agreement, sample letter 52A should be used.
3. To take urgent action in the case of an OHS or environmental non-conformance, sample letter 29A should be used.
