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[Insert Date]

[Insert Contractor Representative Name]
[Insert Contractor Organisation Name]
[Insert Address Line 01]
[Insert Address Line 02]

Dear [Insert Contractor Representative Name],

Contract Number	[Insert Contract Number]
Project Name		[Insert Project Name]

RE: Certificate of Practical Completion – [Insert Clause Number]

I refer to your letter dated [Insert Practical Completion Letter Date], requesting that I issue the Certificate of Practical Completion.

In accordance with [Insert Clause Number] of the [Insert Contract Name], I hereby certify that the Date of Practical Completion of the Works is [Insert Date].

In accordance with [Insert Clause Number] of the [Insert Contract Name], the Defects Liability Period is [Insert Time Period], and commences on the above Date of Practical Completion and will conclude on [Insert Date]. You are reminded of your obligations during the Defects Liability Period as stated in [Insert Clause Number] of the [Insert Contract Name].

As of the Date of Practical Completion, I have compiled a list of defects and omissions in the work under Contract and are listed below. As this list was compiled on [Insert Date], there may be some items which have already been addressed. Other defects and omissions in the work under the Contract that may be detected during the Defects Liability Period will be advised.

You are required to rectify the omissions and defects listed below as soon as possible, but no later than [Insert Date], which is the end of the Defects Liability Period.

The list of the omissions and defects of the work under the Contract is as follows:

· [Insert Item 01]
· [Insert Item 02]
· [Insert Item 03]
· [Insert Item 04]
· [Insert Item 05]
· …


You are advised that before the Final Certificate can be issued, all your obligations under the Contract must be met. When all obligations have been met and I have received your Final Claim, in accordance with [Insert Clause Number], I will prepare and issue the Final Certificate.


Yours sincerely,





[Insert Name]
[Insert Contract Title]
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