Service provider selection

Minor Works sample letter


Letter of Award

Letter to the Contractor

User guidance

Click on the following link for user guidance
Sample text for letter 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.
Letter of Award

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

Particulars

Tender: » insert date of tender including the Tender Form accompanied by » insert a list of all tender schedules and documents submitted with the Tender and » list any other correspondence between the Principal and the successful tenderer that is needed to fully describe the offer being accepted.

This contract is subject to the following conditions:

1.
» insert conditions, if required
The alternatives or options in your tender are accepted or rejected as follows:

1.
» insert details of any alternatives or options and indicate whether they are accepted or rejected.

Additional copies of the contract documents and details concerning the administration of the Contract may be obtained from » insert the person’s name and address telephone number » insert the telephone number.

Yours faithfully,

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




Guide Notes

1. The person nominated to provide copies of documents and details of the administration of the Contract is the Principal’s Representative.

2. A worked example of the letter award is provided on the following page.

Worked example

	30 March 2006

The Manager

XYZ Pty Ltd
ACN 123456789
1 Hope Street
HOPETOWN NSW 2999

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

Letter of Award

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

Particulars:

Tender: 10th March 2006 including the Tender Form accompanied by the Schedule of Rates and Lump Sum Items, schedules submitted on 15th March 2006 including the Schedule of Technical Data, Schedule of Occupational Health and Safety Management Information, Schedule of Financial Assessment Information, Undertaking to Comply with the NSW Code of Practice for Procurement and your letter dated 20th March 2006 and this Department’s letter 27th March 2006.

This contract is subject to the following conditions:

1.
Adherence to the working hours stated in the Development Consent.

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

1. Your alternative tender with a reduced time for Practical Completion is not accepted

2. Your alternative tender offering a Mitubi Model No. AN123 air conditioning unit in lieu of that specified, with a price reduction of $3,000 is accepted.

3. The option offered in your tender to use a Mitubi switchboard in lieu of that specified, at no change in price, is not accepted.

Additional copies of the contract documents and details concerning the administration of the Contract may be obtained from Mr. J M Brown, South Coast Regional Office, 84 Crown Street, Wollongong, telephone number (02) 4226 8111.

Yours faithfully,

D Smith

D Smith
Regional Manager
for the Principal




