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Dear [Insert]
General Ophthalmic Services Contract for [Mandatory/Additional] Services - Change of [Director/Secretary] for [Insert Company Name].
We are writing in response to your notification under Regulation 18, Schedule 1, paragraph 17(1)(e) NHS General Ophthalmic Services Contracts Regulations 2008, that [Insert Name] has been appointed as a new [director / secretary] of the above company with effect from [dd/mm/yyyy].
We can confirm that the Commissioner has approved this change to your [mandatory/additional] contract, and we have updated our records accordingly.
Should you have any queries please do not hesitate to contact us.

Yours sincerely 

[Name]
[Job title]
[Commissioning organisation]
