Contract management - GC21

Sample Letter 7A


Letter of Award

Mentioned in Clause 7

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 postal address (see Contract Information item 11)


» insert the Contract name
Contract No. » insert the Contract No.

Letter of Award

The Principal accepts your tender dated » insert the date of the Tender for » insert the Contract name, Contract No. » insert the Contract No., for the Contract Price stated in Contract Information item 43.

Attached to this Letter of Award is your copy of the final Contract Information, in which items 8 to 11 inclusive, item 12, item 17 and item 43 have been completed.

The time period for possession of the Site is stated in Contract Information item 13.

Your attention is particularly drawn to clause 7, which deals with the make up of the Contract, and to the Contractor's obligation to provide:

· a program (clause 25)

· proof of insurance (clause 36); and

· Undertakings (clause 37).

» insert the name of the person issuing the notice
» insert the person’s position title
for the Principal

Encl (1)




Guide notes

1. The acceptance of an offer must be unequivocal.  Ensure that the Contractor receives the Letter of Award eg. by sending the letter to the Contractor by registered mail or similar means of delivery.

2. Contract Information must be updated to include:

· the Contractor’s details for items 8, 9, 10 and 11 (submitted in Tender Schedule - Schedule of Contract Information);

· the date of the Letter of Award, item 12;

· all the documents, exchanged between the successful tenderer and the Principal after the original issue of the tender documents, that are necessary to fully describe the offer being accepted, item 17; and

· the Contract Price at the Date of Contract,  item 43.

3. The completed Contract Information must be attached and issued to the Contractor with the Letter of Award.

