Performance Management

Sample Letter C


Notice to Contractor or Consultant when several and/or critical 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 approriate salutation

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

Contractor Performance Report
Several and/or critical 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 considered your comments and » insert the action taken and decision made regarding any possible amendment to the report.  I have forwarded a copy of your response with my comments and the report to the Policy Support Services Group, Department of Services, Technology & Administration (the Department).

This Performance Report will be further considered within the Department.  Should you wish to provide a response prior to being approached by Policy Support Services, this can be done in writing to the Manager, Supplier Management Systems, Policy Support Services, Department of Services, Technology & Administration, Level 10, McKell Building, 2-24 Rawson Place, Sydney, NSW 2000.

Yours faithfully

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




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 approriate salutation

» insert the Contract name
Contract No. » insert the Contract No.
Consultant Performance Report
Several and/or critical 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 considered your comments and » insert the action taken and decision made regarding any possible amendment to the report.  I have forwared a copy of your response with my comments and the report to the Policy Support Services Group, Department of Services, Technology & Administration (the Department).

This Performance Report will be further considered within the Department.  Should you wish to provide a response prior to being approached by Policy Support Services, this can be done in writing to the Manager, Supplier Management Systems, Policy Support Services, Department of Services, Technology & Administration, Level 10, McKell Building, 2-24 Rawson Place, Sydney, NSW 2000.

Yours faithfully

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




