[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”)
REQUEST TO [CANCEL AN INSURANCE POLICY/ALLOW AN INSURANCE POLICY TO LAPSE]
Clause 5.1(e)(iv)

In accordance with clause 5.1(e)(iv) of the Contract, the Consultant requests the Contract Administrator's written consent to
[Option 1]	cancel the following insurance policy:
 [OR]
[Option 2]	allow the following insurance policy to lapse:
[Insert details of the relevant insurance policy and reason for proposed cancellation/lapse]


[Signature]
Consultant
[Insert date]


