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Our ref
:
[file number]
Your ref
:
XXX [delete if not available]
Enquiries
:
[Name of Contract Manager]
Telephone
:
(08) XXXX XXXX
[Name][title initial surname eg Mr B Citizen]
[Title]
[Name of Organisation]
[Street]
city  STATE  POSTCODE

Dear Mr/Mrs/Ms [Surname]
confirmation OF VARIATION of SERVICE AGREEMENT number XXX for [TITLE OF service agreement]
The [name of State Party] confirms the following variations to the above service agreement agreed between [name of State Party] and [Name of Organisation] at meetings held on DD Month YYYY and DD Month YYYY. 
The variations shown below/attached are effective from DD Month YYYY. All other terms and conditions remain unaltered.

The [name of State Party] hereby varies Service Agreement Number XXX for [title of Service Agreement] as follows: [Ensure variations are clearly articulated and as agreed with the service provider. Attach a table if there are a large number of variations or they require detailed explanation.]
· Price or price schedule variation;

· Volume of services variation;

· Term variation (including extension options);
· Service model variations;

· Service level outcomes/indicators variation;
· Location of services variation;
· Quality standards variation;
· National Principles for Child Safe Organisations variation [Insert this clause]:
[In relation to Services that comprise or involve “child-related work” (as defined in section 6 of the Working with Children (Criminal Record Checking) Act 2004 (WA)), the Service Provider agrees to:
a. implement the National Principles for Child Safe Organisations (https://childsafe.humanrights.gov.au/national-principles/download-national-principles); 

b. provide training to ensure that all Associates are aware of and comply with the National Principles for Child Safe Organisations; and

c. provide evidence of compliance with the National Principles for Child Safe Organisations to the State Party as and when required.]
· Service review dates variation.
If you have any queries please contact [name of contract manager], telephone (08) XXXX XXXX.

Yours sincerely

[Name of Accountable Authority or Delegate]
[TITLE]
[date]
Variation Letter 01-06-21
Finance v. 01-07-20

