Contract management - Minor Works

Sample Letter 1B


Appointment of Principal’s Representative

Notice to the Contractor

Mentioned in Clause 1

Worked example

	19 April 2005

The Manager

XYZ Pty Ltd
ACN 123456789
1 Hope Street
HOPETOWN NSW 2999

Goodtown Public School
Extensions to Administration Block
Contract No. 2005999.

Appointment of Principal’s Representative

In accordance with the Annexure to the General Conditions of Contract, the Contractor is notified that Brian Jones in the position of Project Officer has been appointed to exercise any functions of the Principal’s Representative under the Contract.

The address of the Principal’s Representative is:



B. Jones


Department of Services, Technology & Administratiion


ABC Region


SOMETOWN    NSW    2999



Telephone number   9999 8888


Facsimile number     9999 8887

B Jones

B. Jones
Principal’s Representative

for the Principal


Guide Notes

1. If no name is stated in the Annexure, the Principal is to name the person in writing to the Contactor within 7 days after accepting the tender.

2. The Principal may at any time change the person for any reason whatsoever by giving written notice to the Contractor.

