Contract management - GC21

Sample Letter 35


GC21 Start-up Workshop

Mentioned in Clause 35

User guidance

Click on the following link for user guidance
Sample text for letter to Start-up Workshop invitees

	» insert the date
» insert the name of the invitee,
» insert the name of the invitee’s organisation
» insert the invitee’s postal address
» insert the Contract name
Contract No. » insert the Contract No.
GC21 Start-up Workshop

You are invited to attend the GC21 ‘Start-up’ workshop for the above contract.

This workshop is held to encourage the parties to the contract and others concerned with the project to work co-operatively to achieve a successful result.  The agenda is attached.

Details of the workshop are:


Venue

» insert the name of the venue



» insert the address of the venue

Time and date
» insert the time and date of the workshop
The participants invited to the workshop are:

» insert the name of each invitee 
» insert the name of each invitee’s organisation
Would you please contact » insert the contact person’s name on » insert the contact person’s telephone number before » insert an appropriate date to advise if you will be attending the workshop.

Yours sincerely

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

Encl (1)




Guide Notes

1. Attach a copy of the Agenda for the GC21 Start-up Workshop.  Refer to GC21 guide notes for meetings and workshops
2. The Principal must convene a start-up workshop within 28 days after the Date of Contract or such other period as the parties agree.  

3. Before sending out this notice to the start-up workshop attendees, the Contractor and Principal should agree on:

· the workshop participants;

· the date of the workshop;

· the workshop program;

· the workshop venue;

· if a facilitator is to be used (appropriate for large projects); and

· how any costs will be met.

4. The Principal arranges:

· the ‘start-up’ workshop venue;

· any food, beverages etc required; and

· nametags for each participant.

