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[Instructional note: Use this letter to notify the Contractor of a complaint of loss or damage received from a third party.  Attach a copy of the complaint received from the third party.
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”)

Complaint of loss or damage
Clauses 4.1 & 4.2
The Principal has received the attached complaint concerning [insert a brief description of the complaint].

Under Clause 4.2 of the General Conditions of Contract, you have indemnified the Principal against any loss or damage to the property of the Principal or others.

Please investigate this complaint and advise me within 7 days what action you propose to take to resolve the matter and your timetable to complete the action.
Yours sincerely,

[Insert name of PAP]

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

