[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.  

The Contract Administrator is not required to provide any further details, however its opinion regarding the misconduct, incompetence or negligence must be reasonable]

To:  [Insert name and ABN of Consultant]

[Insert name/description of Contract] (DSC-ACT-2013) (“Contract”)
REMOVAL OF PERSON
Clause 4.6

In accordance with clause 4.6 of the Contract, the Contract Administrator instructs the Consultant to remove [insert name of person] from the performance of the Services.
The removal of [insert name of person] is instructed because the person is, in the Contract Administrator's reasonable opinion
[Option 1]	guilty of misconduct.
[AND/OR]
[Option 2]	incompetent.
[AND/OR]
[Option 3]	negligent.
The Consultant must ensure that [insert name of person] is not again employed in the Services.


[Signature]
Contract Administrator
[Insert date]

