[Instructional note: For use by the Contract Administrator.  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.  Delete the options that are not applicable.

Under clause 4.5(b), the Consultant is not permitted to replace key people without the Contract Administrator’s prior written approval]


To:  [Insert name and ABN of Consultant]

[Insert name/description of Contract] (DSC-ACT-2013) (“Contract”)
RESPONSE TO REQUEST TO REPLACE KEY PERSON
Clause 4.5(b)

The Contract Administrator refers to the Consultant's request under clause 4.5(b) of the Contract dated [insert date of notice] to replace the following key person:
[Insert details of key person to be replaced].
[Option 1]	The Contract Administrator approves the replacement and instructs the Consultant, under clause 4.5(b) of the Contract, to replace the relevant key person in accordance with its request.
[OR]
[Option 2]	The Contract Administrator does not approve the replacement.  If the Consultant nevertheless intends to proceed to replace the key person, it must provide details of an alternative replacement person for the written approval or rejection (as the case may be) of the Contract Administrator.

[Signature]
Contract Administrator
[Insert date]
