Performance Management

Sample Letter A


Notice to Contractor or Consultant inviting comment on Performance Report

User guidance

Click on the following link for user guidance
Sample text for letters

Below are two options which may apply:

· Use Option 1 for letters to the Contractor;

· Use Option 2 for letters to the Consultant 
The Reporting Officer issues this letter.

Option 1 – for letters to the Contractor
	» insert the date
The Director,
» insert the name of the Contractor
ABN » insert the Contractor’s ABN
» insert the Contractor’s address
Attention: » insert the persons name

Dear » insert the appropriate salutation

» insert the Contract name
Contract No. » insert the Contract No.
Invitation to comment on Contractor Performance Report

As part of its contractor performance management system, the Department of Services, Technology & Administration monitors performance.  Under this system contractors may comment on their performance reports.

Should you wish to comment on the attached performance report, kindly do so in writing to » insert the Executive Officer’s name, address, facsimile number and email address by » insert a date seven calendar days from date of this letter.

Yours faithfully

» insert the name of the person issuing the notice
Reporting Officer

Encl (1)




Option 2 – for letters to the Consultant
	» insert the date
The Director,
» insert the name of the Consultant
ABN » insert the Consultant’s ABN
» insert the Consultant’s address
Attention: » insert the persons name

Dear » insert the appropriate salutation

» insert the Contract name
Contract No. » insert the Contract No.
Invitation to comment on Consultant Performance Report

As part of its consultant performance management system, the Department of Services, Technology & Administration monitors performance.  Under this system consultants may comment on their performance reports.

Should you wish to comment on the attached performance report, kindly do so in writing to » insert the Executive Officer’s name, address, facsimile number and email address by » insert a date seven calendar days from date of this letter.

Yours faithfully

» insert the name of the person issuing the notice
Reporting Officer

Encl (1)




Guide Notes

State action taken, eg:

· Noted the Contractor's / Consultant’s comments;

· Concurred in the Report; or

· Requested an amended Report from the Reporting Officer.

