[Instructional note: For use by the design Consultant.  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]


To: [Insert name of Contract Administrator]

[Insert name/description of Contract] (DSC-ACT-2013) (“Contract”)
NOTICE OF MATTERS IMPACTING ON THE SERVICES OR THE WORKS
Clause 2.5

In accordance with clause 2.5 of the Contract, the Consultant notifies the Contract Administrator that the following matter [insert details of particular matter]
[Option 1]	is likely to change or which has changed the scope, timing or cost of the Services or the Works; 
[OR]
[Option 2]	affects or may affect the Territory's Program or the Consultant's approved program under clause 8.2 of the Contract; 
[OR]
[Option 3] 	involves an error, omission or defect in a continuing or completed aspect of the Works or the Services; 
as follows:
[Consultant must provide particulars of the change, error, omission or defect and its likely impact]. 
In order to minimise the impact of this matter upon the scope, timing and cost of the Services and the Works, the Consultant recommends the following:
[Insert Consultant's recommendation].


[Signature]
Consultant
[Insert date]
