Performance Management

Sample Letter B


Notice to Contractor or Consultant when limited aspects of performance have been reported as unsatisfactory

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 Executive 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.
Contractor Performance Report
Limited aspects of performance have been reported as unsatisfactory

You will recall we met on » insert the date of the meeting to discuss the Contractor Performance Report for this contract.

I have now considered the matter and » insert details (see Guide Note 1).

A copy of the completed Contractor Performance Report is attached for your records.

Yours faithfully

» insert the name of the person issuing the notice
Executive 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.
Consultant Performance Report
Limited aspects of performance have been reported as unsatisfactory

You will recall we met on » insert the date of the meeting to discuss the Consultant Performance Report for this contract.

I have now considered the matter and » insert details (see Guide Note 1).

A copy of the completed Consultant Performance Report is attached for your records.

Yours faithfully

» insert the name of the person issuing the notice
Executive officer

Encl (1)




Guide Notes

State action taken, eg:

· noted the Contractor's comments;

· concurred in the Report; or

· requested an amended Report from the Reporting Officer.

