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Dear 
Letter of Variation
Contract / Letter of Agreement Name & Ref Number - 
(Following your recent meeting / conversation with NAME, Contract Manager) I am writing to outline the following variation of terms to the above contract.
Amendment(s) to 
AMENDMENT 

(PART X clause XX paragraph XX of the agreement will now read. Don’t forget any changes to contract manager, or contracting officer)

All other conditions will remain unchanged.
If you agree to the above amendments, please sign both copies of this letter and return both copies to me at the address at the top of this letter. A copy of this agreement will be sent to you once all parties have signed.
If you have any queries, please contact NAME, Contract Manager on TEL.
Yours sincerely,

SIGNATURES

On Behalf of the Children’s Centre:

Signature:
……………………………………..

Name: 
……………………………………..

Designation:
Chief Officer under Contract Regulations

Date:
……………………………………..

Signature:
……………………………………..

Name: 
……………………………………..

Designation:
Contracting Officer / Manager under Contract Regulations

Date:
……………………………………..

On Behalf of the Provider, I confirm acceptance of the conditions contained within this Agreement
Signature:
……………………………………..

Name: 
……………………………………..

Designation: 
……………………………………..

Date:
……………………………………..

