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[Instructional note: Use this letter to advise the Contractor of the Principal’s early use of the Works or part of the Works.  Discuss the early use with the Contractor first, and use this letter to confirm the early use.
Provide clear details of the part of the Works to be used by the Principal.  Only request documents and other things that are needed to safely use the facility.
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”)
EARLY USE OF [INSERT “THE WORKS” OR A BRIEF DESCRIPTION OF THE PART OF THE WORKS TO BE USED]
Clause 11.4
As discussed, Clause 11.4 of the General Conditions of Contract provides for the Principal to use or occupy part or all of the Works before Completion is reached.
This is notice that, from [insert the date of occupation, which is to be at least 7 days after the date of this letter], the Principal will be using [insert ‘the Works’ or details of the part of the Works to be used].
In accordance with Clause 11.4, you are requested to provide the following items by [insert the date by which the Contractor is to provide relevant documents and items, which should not be less than 14 days after the Contractor receives this notice]:
· [insert details of the documents and other things that are necessary for the Principal to use or occupy the relevant part of the Works].
Please advise what elements of the work will remain uncompleted after the Principal starts using the part of the Works specified above and what access provisions you require, as principal contractor, to complete these elements.
Please also advise any issues that may hinder or delay the Principal in making use of this part of the Works.

Yours sincerely,

[Insert name of Principal’s Authorised Person]
Principal’s Authorised Person
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