Contract management - GC21

Sample Letter 29D


Complaint – request to the complainant to discuss the matter

Mentioned in Clause 29.3

User guidance

· Click on the following link for user guidance
Sample text for a letter to the complainant

	» insert the date
» insert the complainant’s name,
» insert the complainant’s postal address
Dear Sir/Madam,

» insert the project or Contract name
I refer to your letter of » insert the date of the complainant’s letter and my letter of » insert the date of your letter responding to the complainant.

The Contractor, » insert the name of the Contractor (see Contract Information item 8), has declined to accept responsibility for the problem.

To enable further consideration of your complaint by the » insert the name of the appropriate agency, would you please contact » insert the name of the contact person, telephone number (02) » insert the contact person’s telephone number to discuss the matter.

Yours sincerely

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



Guide Notes

1. This letter may be used to communicate to the complainant that the Contractor has declined to accept responsibility for the problem and to provide the complainant with contact details should they wish to discuss the matter. 

2. Do not use the words “Principal’s Authorised Person” or "for the Principal" after the title of the sender of the letter because the recipient is a third party who is not a party to the contract.

