
<Letterhead of Contracting Authority> 

<Date>
<Contact name>
<Organisation>
<Address>
<City>
<Country>
Our ref: <Contract no.>


Dear <Mr/Ms Contact name>, 

Please find enclosed three originals of the addendum to the contract mentioned above. I would be grateful if you could sign and date all three originals, retain one for your records and return the other two to the following address:

<contact address of the Contracting Authority>
Please use a reliable courier service or registered mail to avoid any delays or loss of the documents.

Your attention is drawn to the fact that the Contracting Authority will not be obliged to honour the signed addendum in the event of any of the following:

-
the addendum is not returned to the above address within 30 days of the date of this letter, duly signed and dated by a signatory authorised to represent you; or
-
any modifications to the text of the addendum or its annexes

<Add any special instructions as appropriate>
Yours sincerely,
Name 

Annex 
January 2013
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