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Government

Chief Minister, Treasury and
Economic Development






[Instructional note: Use this letter to acknowledge receipt of complaint where the complainant is a third party who is not a party to the contract.  This letter is sent to the third party complainant.  Accordingly, avoid using terms such as “Authorised Person” or “the Principal”, as those will be irrelevant to the third party.  This letter is referable to clauses 4.1 & 4.2]
[Insert name of complainant]
[Insert address]

[Insert address]

Date: [Insert]
Dear Sir/Madam

I refer to your letter/email of [insert the date of the complainant’s letter/email] concerning [insert a brief description of the complaint].

This matter is considered to be the responsibility of the Contractor who is carrying out the work on the Territory’s [insert name of project], [insert name of the Contractor].  A copy of your letter has been forwarded to [insert name of the Contractor] with a request to resolve the matter with you.

If you have not heard from a representative of [insert name of the Contractor] within 14 days after the date of this letter, would you please advise [insert name of Territory contact person], telephone number (02) [insert telephone number].

Yours sincerely,

[Insert name of person issuing letter]
[insert position title]
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