Service provider selection – Project Management services 

Sample letter – Letter of award


Letter of Award

User guidance

Click on the following link for user guidance
Sample text for letter to the Project Manager

Below are three options which may apply:

· Use Option 1 when the Fee is a lump sum;

· Use Option 2 when the Fee is hours worked multiplied by the hourly rates up to a maximum amount;

· Use Option 3 when the Fee is a combination of lump sum and hours worked multiplied by the hourly rates up to a maximum amount.

Option 1

When the Fee is a lump sum

	» 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.
Letter of Award

The Principal accepts your tender dated » insert the date of the Tender for » insert the Agreement name, Contract No. » insert the Contract No and » list any subsequent correspondence or delete the word “and” if not applicable.

The Fee shall be the lump sum of $» insert the Fee.

The Project Manager must provide evidence of insurance for Worker’s Compensation and Public Liability before commencing the carrying out of Services under the Agreement.

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




Option 2

When the Fee is hours worked multiplied by the hourly rates up to a maximum amount

	» 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.
Letter of Award

The Principal accepts your tender dated » insert the date of the Tender for » insert the Agreement name, Contract No. » insert the Contract No and » list any subsequent correspondence or delete the word “and” if not applicable.

The Fee shall be hours worked multiplied by the hourly rates up to a maximum amount of $» insert the Fee.

The Project Manager must provide evidence of insurance for Worker’s Compensation and Public Liability before commencing the carrying out of Services under the Agreement.

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




Option 3

When the Fee is a combination of lump sum and hours worked multiplied by the hourly rates up to a maximum amount 

	» 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.
Letter of Award

The Principal accepts your tender dated » insert the date of the Tender for » insert the Agreement name, Contract No. » insert the Contract No and » list any subsequent correspondence or delete the word “and” if not applicable.

The Fee shall be a combination of lump sum and hours worked multiplied by the hourly rates up to a maximum amount of $» insert the amount.

The Project Manager must provide evidence of insurance for Worker’s Compensation and Public Liability before commencing the carrying out of Services under the Agreement.

» 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 Contract is formed when the Letter of Award is issued.  The documents making up the Contract include:

· the tender document,

· the Contractor’s tender,

· correspondence exchanged between the Contractor and Principal, from when tenders until the Principal’s Acceptance was issued, to clarify the offer that is being accepted,

· the Letter of Award.

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.
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