Knights policy and procedure relevant to meeting with contracting parties


Email sent to Contracting Party:


From: nao@knightscbi.com
To: abc@rescompany.com
Date: 15/02/2023   Time: 10:00am
Subject: Construction Contract Package

Dear Big Boss
We are pleased to share the Contract which forms a binding agreement between Knights CBI and ABC RES Company to ensure that all terms of the contract, duties and responsibilities and the general plan for the construction project including special conditions, are clearly understood and accepted by all parties concerned.  This is crucial to the success of our Project.

As per our earlier phone call and discussion, I would like to confirm that you have understood that this is a Residential lump sum contract that will be signed by yourself, Mr Big Boss, who has the capacity to consent to the contract in line with your company guidelines, processes and procedures including confirmation of nil bankruptcy or conviction and of sound financial status.  

Please read the Special condition note at the bottom of the Contract to ensure you understand this and its consequences in terms of inclusions, exclusions, and variations.  

This contract and offer covers our scope of works as described and expressing our intention to enter into this legal binding contract to complete the Project as stipulated in the Contract terms and conditions, factors and Contract clauses include and is not limited to indemnities, liquidated damages, warranties, time bars, Performance, Payments etc that are simple and clear to understand.  If for any reason, you require clarification, please do not hesitate to request further explanation for a better understanding.

Once clearly understood and agreed, we would appreciate it if you could accept this offer by signing and dating the Contract and send back to us via email and postal address by 25/2/2023 at 12:00 pm.  Please be aware of the factors that can affect consent such as fraud, undue influence, mistaken identity and duress which will not be taken lightly.

I am attaching the Construction Contract including plans and specifications, along with this covering letter. Our team is very excited about this opportunity to work on such a prestigious project. The document will be signed by me, once received, who is a duly authorised representative for Knights CBI

We have also posted the same today to:
Big Boss
Managing Director
ABC RES COMPANY
1 STREET, ABC LAND, QLD
Australia
Phone: 0123456

If you do have any questions, please feel free to respond via email and happy to answer any quick clarifications via video conferencing, phone calls or blogs if it is easier for you.  All communication will be followed via email for our records. Please do not hesitate to contact us for any further information you may require. For this purpose, you can contact me directly, being the authorised person and the single point of contact for this Contract administration procedure:

Thank you for the opportunity to work with you and looking forward to hearing back from you soon.  Please acknowledge receipt of this email once received.

Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)



Email Received from Contracting Party:


From: abc@rescompany.com
To: nao@knightscbi.com
Date: 18/02/2023   Time: 3:00pm
Subject: Construction Contract package

This letter is to acknowledge the receiving of your Contract package and associated documentation including Plans and Specifications.

We have received all the required documents in proper time and condition for both received via email and post.

We are excited about the prospect of working with you in case of acceptance of the Contract and will be in touch with you prior to 25/02/2023. 

Please be rest assured that if we need any further information, we will contact you directly.

Kind regards


Big Boss
Big Boss
Managing Director
ABC RES COMPANY
1 STREET, ABC LAND, QLD
Australia
Phone: 0123456

