Contract management - GC21

Sample Letter 2B


Appointment of a replacement Principal’s Authorised Person

Mentioned in Clause 2

User guidance

Click on the following link for user guidance.

Sample text for letter to the replacement Principal’s Authorised Person

	» insert the date


» insert the name of the replacement Principal’s Authorised Person
» insert the person’s address


Dear Sir/Madam,


» insert the Contract name
Contract No. » insert the Contract No.

Appointment as the Principal’s Authorised Person

» insert the name of the current Principal’s Authorised Person’s appointment as the Principal’s Authorised Person for this Contract will end at the conclusion of » insert the date when the appointment ends.

I appoint » insert the name of the new Principal’s Authorised Person as the Principal’s Authorised Person for this Contract from » insert the day and date when the appointment begins.

» insert the name of the person issuing the notice
» insert the person’s position title
for the Principal

Copy to:
» insert the name of the current Principal’s Authorised Person



Guide Notes

1. This is the instrument of appointment for the replacement of the Principal’s Authorised Person.

2. A person who holds the appropriate delegated authority from the Principal must issue this letter.

3. The date of appointment of the replacement Principal’s Authorised Person should be set to ensure continuity and is usually the next business day after the appointment of the current Principal’s Authorised Person ends.

4. The appointment should be made in writing and the Contractor immediately notified of the appointment in accordance with clause 2 (Sample Letter 2C).


