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Appoint a replacement Principal’s Authorised Person
Mentioned in clause 4.2
User guidance
[bookmark: _Hlk75781521]This template letter is for use in managing Agreements based on the Construction Consultancy Services (CCS) standard form for Construction Consultancy Services above $50,000. The standard form templates are provided on the buy.nsw website: https://buy.nsw.gov.au/resources
Refer also to the guide notes provided at the end of this sample letter.
[bookmark: _Hlk75781804]Instructions in the sample text below have been highlighted in yellow. If highlighting is not visible, go to File/ Options then click on the Display tab, tick the ‘show highlighter marks’ check box and click the OK button. Delete all highlighting after drafting the letter.
Sample text for letter to the replacement Authorised Person
	» insert the date                                                                  Ref. No. » (if applicable)

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

Dear Sir/Madam,

» insert the Agreement name
Agreement No. » insert the Agreement No.
Appointment as the Principal’s Authorised Person
The appointment of » insert the name of the current Principal’s Authorised Person as the Principal’s Authorised Person for the above Agreement ends at the conclusion of » insert the date when the appointment ends.
In accordance with clause 2.2 in the GC21 (Edition 2) General Conditions of Agreement I appoint you, » insert the name of the person to be appointed, to act as the Principal’s Authorised Person for this Agreement from » insert the date when the appointment begins.

Yours sincerely,


» insert the name of the person issuing the notice (see Note 2)
» 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 Principal’s Authorised Person. 
2. A person who holds appropriate delegated authority from the Principal issues this letter.
3. The date of appointment of the replacement Principal’s Authorised Person is usually the next business day after the appointment of the current Principal’s Authorised Person ends, to ensure continuity.
4. The appointment can be for a short period of relief. There must always be an available Principal’s Authorised Person appointed for the Agreement
5. The appointment should be made in writing.
6. The Consultant is to be notified of the appointment in writing, in accordance with clause 4.2 (see Sample letter 02C).  The Consultant should be notified before the replacement date or, if this is not possible due to the circumstances, immediately after the replacement is appointed.
