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Your ref
:
[Service Provider's Reference] [delete line if no reference given]
Our ref
:
[Electronic Document No.]
Enquiries
:
[Name]
Telephone
:
[Telephone Number]
[Name] [title initial surname e.g. Mr B Citizen]
[Title]
[Organisation]
[Street]
[CITY  STATE  POSTCODE]
Dear Mr/Mrs/Ms [Surname]
VARIATION TO SERVICE AGREEMENT [INSERT REF NO.] FOR [Insert community services request TITLE] (MASTER AGREEMENT FORMATION)
The [insert State Party name] wishes to advise that they intend to vary [Insert Service Agreement Details - Ref# / Name] to form a Master Agreement, incorporating the services included in [Insert Request Details - Ref# / Name].
The intention of this arrangement is to rationalise the number of Service Agreements which exist between [insert State Party name] and [insert Service Provider name].
Service Agreement [Insert Service Agreement Details - Ref# / Name] (hereafter referred to as [Master Agreement - Name / Ref#]) shall now be varied to include the additional services, terms and conditions outlined in Schedule [Insert Request Details - Ref# / Name], effective from [Insert Date]. All other terms and conditions remain unaltered, except as varied below.

The Master Agreement will expire on [Insert Date]. [This will be as per the date of the most recently added schedule (i.e. the date that was specified in the Request for the newly added service).]
The services currently provided under [Insert Service Agreement Details - Ref# / Name] still cease on [Insert Date].
[Or, if existing Master Agreement already in place:]
The services currently provided under [Insert Master Agreement Details - Ref# / Name] still cease in accordance with the dates specified for each Schedule specified therein to ensure compliance with Rule D2.1 of the WA Procurement Rules in relation to the promotion of competition. 
For further information please contact [name] on (08) [telephone number].
Yours sincerely

[Name of Accountable Authority or Delegate]
[Title]
[Date]
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