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[Instructional note: Use this letter to request information required to assess a payment claim.  Ensure that the information requested in this letter is required by the particular contract.  
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”)
INFORMATION REQUIRED PRIOR TO PAYMENT
Clause 13.3
Under Clause 13.3 of the General Conditions of Contract, the Principal is not able to make a payment until after specified actions are carried out and required information is received.
The Principal received your payment claim on [insert the date when the payment claim was received] but has not received the following information:
· [insert a description of the missing documentation, eg ‘the original of a current IRE Certificate’ or ‘failure to provide bank details under clause 13.4’]; or 
· [‘confirmation that you have ......., as required by Clause .......’].
Please provide this information to enable further assessment of your payment claim. 
The provision of this letter does not constitute the issuing of a payment schedule by the Principal.


Yours sincerely,

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