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[Instructional note: Use this letter to instruct the Contractor to proceed with Provisional Allowance work.  Use Option 1 for provisional sum work, or use Option 2 for provisional rate work.  Delete the option that is not used.
For provisional sums, acknowledge in this letter any earlier correspondence negotiating a price for the Provisional Sum.  Any verbal agreements, eg on terms for carrying out the work or its effects on other aspects of the Contract, should be confirmed in this letter.

For provisional rate items, this letter should be issued as soon as possible after it becomes apparent that the work payable under the Provisional Rate Item is required.

 Any text in red is to be completed by the drafter.  Delete this note and any other prompts in red text prior to completing the letter]
To: [Insert name of Contractor]
ABN: [Insert ABN of Contractor]
[Insert address]

[Insert address]

ATTN: [Insert Contractor’s Authorised Person]
Date: [Insert]
 [Insert name & number of Contract] – ACT Modified Version of MW21 (“Contract”)

Instruction to proceed with Provisional Allowance work
Clause 3.10
OPTION 1 – PROVISIONAL SUM WORK
Please proceed with the following work, which is specified to be paid as a Provisional Sum:

· [Insert the description of the relevant Provisional Sum as it appears in the Contract]
The specific requirements for this work are:

· [insert relevant details, eg refer to an attached detailed specification or identify the required make and model of the item]

Please note that the Provisional Sum work does not include the following, which is payable elsewhere under the Contract:

· [insert relevant details of associated work that is not included in the Provisional Sum work, eg installation or connection of the Provisional Sum item]

OPTION 2 – PROVISIONAL RATE WORK
As discussed on [insert the circumstances (eg at our Site meeting) and date of discussions about the provisional work], please proceed with the following item(s) of work, which is specified to be paid as a Provisional Rate Item:

· [insert the description of the relevant Provisional Rate item, eg excavation of rock or additional piling]

Please refer to [insert the relevant document and section number] defining the extent of work payable under this item and method of measurement. 

To facilitate measurement and verification of the quantities of work carried out, please obtain and provide the following records [insert ‘on a daily /weekly basis’, or ‘on completion of the work’, as applicable]:

· [insert the requirements necessary to validate the work done, eg ‘obtain logs of piling depths signed by an independent consultant’ or ‘photographs showing the measured depth of rock in trenches’]
Yours sincerely,

[Insert name of PAP]

Principal’s Authorised Person
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