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[Instructional note: Use this letter if the Principal is considering a Variation and so must seek the Contractor’s advice as to time and cost implications.  This letter would usually be used to seek a price and advise as to any other effects of a ‘discretionary’ Variation where it is expected that the work would proceed if the effects on the Contract were reasonable and acceptable.
The Contractor is required to comply with this request within 14 days under clause 9.4 and cannot include a margin of more than 15% on Direct Costs.  If the Variation involves less work, its proposal must include a margin of at least 5% on the reduction in Direct Costs.

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”)

REQUEST FOR A PROPOSAL FOR A POSSIBLE VARIATION
Clause 9.4 
The Principal is considering a Variation for the following work:

· [insert details of the possible Variation work and references to any attached drawings and technical specifications].
In accordance with Clause 9.4 of the General Conditions of Contract, please advise me, within 14 days after the date of this letter, how this possible Variation would affect:

1. the Contract Price (taking into account the requirements of Clause 9.4);

2. the time required to reach Completion; and

3. any other implications for the Contract, including any aspect of the design or functionality of the Works.

Yours sincerely,

[Insert name of Principal’s Authorised Person]
Principal’s Authorised Person
PO Box 818 Dickson ACT 2602  |  phone:  132281  |  www.act.gov.au

