Service provider selection

Mini Minor Works Sample letter


Principal’s Acceptance

User guidance

Click on the following link for user guidance
Sample text for Mini Minor Works contracts

Below are two options which may apply:

· use Option 1 when the tender contained no qualifications, departures or alternatives and is to be accepted without amendment;

· use Option 2 when the tender contained qualifications or departures, or offered alternatives, or it is necessary to clarify the tender or change the scope of the Works.

Option 1

When the tender is to be accepted without amendment.

	» insert the date
The Manager,
» insert the name of the successful tenderer
ABN » insert the successful tenderer’s ABN
» insert the successful tenderer’s postal address
» insert the RFT/Contract name
RFT/Contract No. » insert the RFT/Contract No.
Principal’s Acceptance

The Principal accepts your tender dated » insert the date of the Tender.

Please note that, before commencing the Works, you are required to provide:

· a site specific Safety Management Plan (see Conditions of Contract clause -  Occupational Health and Safety Management);

· an Environmental Management Plan (see Conditions of Contract clause -  Environmental Management); and

· evidence of insurance for Workers Compensation, public liability and loss or damage to the Works (see Conditions of Contract clause - Insurance).

Information concerning the administration of the Contract may be obtained from the Principal’s authorised representative shown on the Tender Form.

» insert the name of the person issuing the letter
» insert the person’s position title
for the Principal




Option 2

When it is necessary to refer to post-tender correspondence or address alternatives offered.

	» insert the date
The Manager,
» insert the name of the successful tenderer
ABN » insert the successful tenderer’s ABN
» insert the successful tenderer’s postal address
» insert the RFT/Contract name
RFT/Contract No. » insert the RFT/Contract No.
Principal’s Acceptance

The Principal accepts your offer, particulars of which are set out below:

· Tender dated » insert the date of the Tender;

· » List the other documents describing the offer being accepted, together with their dates.

The alternatives in your tender are accepted or rejected as follows:

1. » insert descriptions of the alternatives included in the Tender and state whether or not each is accepted.

Please note that, before commencing the Works, you are required to provide:

· a site specific Safety Management Plan (see Conditions of Contract clause -  Occupational Health and Safety Management);

· an Environmental Management Plan (see Conditions of Contract clause -  Environmental Management); and

· evidence of insurance for Workers Compensation, public liability and loss or damage to the Works (see Conditions of Contract clause - Insurance).

Information concerning the administration of the Contract may be obtained from the Principal’s authorised representative shown on the Tender Form.

» insert the name of the person issuing the letter
» insert the person’s position title
for the Principal




Guide notes

1. The Principal’s Acceptance must be clear and unequivocal.

2. The documents describing the offer may include the Tender Form and any letter or schedule that accompanies it and subsequent correspondence from either the Principal or the tenderer that clarifies the offer.  This could include requests from the Principal (for example, for additional information or adjustments to the price to cater for changes of scope) and the Tenderer’s responses.

3. Ensure that the Contractor receives the Principal’s Acceptance, for example by sending the letter to the Contractor by registered mail, courier or facsimile.  Confirmation of receipt should be obtained, for example by obtaining evidence of delivery from Australia Post, or the courier service, or by telephoning the contractor and requesting acknowledgement.

4. The Contract is formed when the Principal’s Acceptance is issued.  The documents making up the Contract include:

· the RFT/ tender document;

· the documents received with the Contractor’s tender, including the Tender Form;

· correspondence exchanged between the Contractor and Principal, from the time tenders closed until the Principal’s Acceptance was issued, clarifying the offer that is being accepted; and

· the Principal’s Acceptance letter.

