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[Instructional note: Use this letter to notify the Contractor of unsatisfactory conduct by a person on the Site.
NOTE: unless a Territory officer witnessed the unsatisfactory behaviour, do not issue this letter until you confirm that the behaviour occurred.

Confirm the correct name of the person before issuing the letter.

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”)

Failure to meet reasonable standards of conduct
Clauses 4.3 & 4.4
As discussed on [insert the date of discussions about the unsatisfactory conduct], the conduct of [insert the name of the person whose behaviour is unsatisfactory] has not met the reasonable standards of conduct applicable to the Site in that [insert details of the offending behaviour].

Please take immediate action to ensure that this conduct does not recur and advise me what action has been taken. 

If the unsatisfactory conduct does recur, Clause 4.4 of the General Conditions of Contract provides for the Principal to instruct you to remove [insert the name of the person] from the Site.

Yours sincerely,

[Insert name of person issuing the letter]
[insert person’s position title]
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