

Contract management - MW21
Sample Letter 1B
Appoint a replacement Authorised Person or Senior Executive
Mentioned in Contract Information Items 1 & 6 and Clauses 1.1 & 1.19
User guidance
Instructions in the sample text below have been highlighted in yellow. If highlighting is not visible, go to Tools/ Options then click on the View tab, tick the Highlight check box and click the OK button.
MW21 Clause Commentary on Clause 1 is available on the buy.nsw website. Please view the Index of construction documents to locate all documents referenced throughout this text.

Sample text for letter to the replacement Authorised Person or Senior Executive
	» insert the date

» insert the name of the replacement Authorised Person (see Note 6)
» insert the person’s business address

Dear Sir/Madam,

» insert the Contract name
Contract No. » insert the Contract No.
Appointment as the Authorised Person
The appointment of » insert the name of the current Authorised Person as the Authorised Person for the above Contract ends at the conclusion of » insert the date when the appointment ends.
The Principal appoints, » insert the name of the person to be appointed, as the Authorised Person for  this Contract 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 Authorised Person




Guide Notes
1. This is the instrument of appointment for the replacement Authorised Person (or Senior Executive – see Note 6).
2. A person who holds the appropriate delegated authority from the Principal should issue this letter.
3. The date of appointment of the replacement Authorised Person is usually the next business day after the appointment of the current Authorised Person ends, to ensure continuity.
4. The appointment should be made in writing.
5. The Contractor is to be notified of the appointment in writing, in accordance with Contract Information item 1 (see Sample Letter 1C). The Contractor should be notified before the replacement date or, if this is not possible due to the circumstances, immediately after the replacement is appointed.
6. This form of letter is also used to appoint a replacement Senior Executive. Substitute ‘Senior Executive’ for ‘Authorised Person’ in the above text.
