Contract management - GC21

Sample Letter 29B


Complaint - notification to the Contractor

Mentioned in Clause 29.3

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.
Complaint

The Principal has received the attached complaint concerning » insert a brief description of the complaint.

Please investigate the matter and advise me within 7 days of the action you propose to take to resolve the matter and your timetable to complete that action.

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

Encl (1)




Guide Notes

1. Attach to this notification a copy of the complaint received from the third party.

