Contract management - GC21

Sample Letter 38


Advice of proposed audit/s

Mentioned in Clause 38

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.
Advice of proposed audit

The Principal proposes to audit the project » insert the relevant management system/s management system being implemented under this Contract.  The audit will be conducted on » insert the day and date of the audit.

The agenda for the audit is as follows:

· » insert the time (eg: 8.30 am)
Initial audit team meeting

· » insert the time (eg: 9.00 am)
Entry meeting

· » insert the time (eg: 9.30 am)
Audit

· » insert the time (eg: 3.30 pm)
Final audit team meeting

· » insert the time (eg: 4.00 pm)
Exit meeting.

The Contractor must be represented at the entry and exit meetings and during the audit.  The Audit Team may wish to interview members of your staff and Subcontractors during the audit.

The nominated Audit Leader is » insert the name of the Audit Leader who may be contacted on » insert the Audit Leader’s telephone number.

It would be appreciated if you would allocate a suitable room for the audit meeting and for the examination of records and documents.

Please arrange to have all relevant records and documents available for the audit, including any outstanding Corrective Action Requests from previous audits, and advise affected personnel including Subcontractors that the Audit Team may wish to interview them.

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



Guide Notes

1. This form of notice may be issued in relation to the demonstration of any of the Contractor’s obligations under clauses:

· 15 Occupational health and safety management;

· 16 Industrial relations management;

· 17 Quality management;

· 18 Environmental management;

· 19 Training management; and 

· 20 Aboriginal participation in construction

2. Clause 38.4 requires that where required for the purposes of the Contract, at all reasonable times, the Contractor must permit the Principal (including its authorised employees and agents) to have access to the Site and to the premises of the Contractor and must arrange for such access to the premises of Subcontractors, Suppliers and Consultants.  This may include for the purpose of surveillance, audit, inspection, Testing, certification and recording of information in any form or for any other reasonable purpose required by the Principal in connection with the Contract. 

