Contract management - Minor Works

Sample Letter 3A


Contractor’s design documents (no errors identified)

Notice to the Contractor

Mentioned in Clause 3.2

User guidance

Click on the following link for user guidance
Sample text for notice to the Contractor

	» insert the date
The Manager,
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the Contractor’s address

» insert the Contract name
Contract No. » insert the Contract No.
Contract Instruction

The following design documents received from you on » insert the date when the documents were received contain errors or omissions or fail to conform with the requirements of the Contract as follows:

· » insert a list that clearly identifies each document and its errors, omissions or non-conformances.
Please correct these and other undetected errors, omissions and non-conformances (if any) and provide » insert the number of copies to be provided copies of the corrected design documents in accordance with clause 3.2.

» insert the name of the Principal’s Representative
Principal’s Representative




Guide Notes

1. The Contractor is required to submit design documents to the Principal before using them for construction.  The relevant time period is stated in the Annexure.

2. The Principal does not approve the Contractor’s design documents.

3. Use sample letter 3B when the documents are found to have errors, omissions or non-compliances with the requirements of the Contract.

Worked example

	20 June 2005

The Manager

XYZ Pty Ltd
ACN 123456789
1 Hope Street
HOPETOWN NSW 2999

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

Contract Instruction

I refer to the following design documents received from the Contractor on 15 June 2005:

· A01 Site Plan;

· A02 Floor Plan;

· A03 Elevations.

The Principal has no objection to the above documents.  You may use them at your own risk in accordance with the Contract.

You are reminded that you remain solely responsible for the completed design and its satisfaction of the Contract requirements. The Principal assumes no liability for the above documents, and may rely on or enforce any right under the Contract or otherwise if the documents or any construction work based on the documents are later discovered to be not in accordance with the requirements of the Contract. 

J M Brown

J. M. Brown
Principal’s Representative




