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LETTER 1  ·  NOTICE OF DEFECTIVE WORK
	SEND WHEN  you have found non-compliant work and this is the first time the Contractor is being told about it in writing. Tone is co-operative. You are asking for a proposal, not threatening a remedy.
DO NOT SEND IF  the work has already been the subject of a written notice - go to Letter 2 - or you cannot yet name the requirement the work fails.



	From
	[Insert name, role - e.g. Contract Administrator] , [Insert your organisation]

	To
	[Insert name and title] , [Insert Contractor's legal entity name]

	Date
	[Insert dd mmm yyyy]

	Our reference
	[Insert letter ref]  ·  Defect ref [Insert item ref from the Defect Schedule]

	Delivery
	[Insert - as the Contract requires for notices, plus a copy by email]

	Project / Contract
	[Insert project name]  ·  [Insert contract name or number]



Subject:  Notice of defective work - [Insert element or area] - Defect ref [Insert item ref]
Dear [Insert name]
1. We inspected [Insert element, area or work package] at [Insert location - level, grid, room or chainage] on [Insert dd mmm yyyy]. The work as executed does not comply with the requirements of the Contract.
1. The defect is: [Insert a factual description of what is physically wrong - what was observed or measured, where, and by how much it departs from what is required].
1. It fails the following requirement of the Contract: [Insert the specification section, drawing number and revision, approved sample, approved shop drawing or accepted standard]. The relevant extract is attached and marked up.
1. The defect was identified by [Insert method - inspection, survey, test, commissioning record, hold point witness] carried out by [Insert name and role]. The supporting evidence is attached: [Insert - photographs, survey record, test certificate, inspection report]. Full particulars are set out in the attached Defect Schedule at item [Insert item ref].
1. Rectification required: [Insert what is required - either the specific rectification, or the outcome required where the Contract makes the method your responsibility]. Rectification is to be complete by [Insert dd mmm yyyy] unless we agree a different date in response to your proposal. Rectified work must be presented for inspection before it is covered up, and the evidence of compliance provided: [Insert - re-test record, survey, inspection sign-off].
1. Please provide a written rectification proposal by [Insert dd mmm yyyy] setting out: the proposed method; who will carry out the work; the access, isolations or possessions you need; the effect, if any, on the program (schedule); and the date by which rectification will be complete.
1. If we do not receive a proposal by that date, or the proposal does not address the defect described above, we will issue a formal notice to rectify under the Contract. Rectification of defective work is at your cost and we do not accept that it entitles you to additional time or payment.
1. If you consider the work does comply, respond by the same date with the evidence you rely on rather than carrying out rectification. Nothing in this letter is an acceptance of any part of the work or a waiver of any right. All of the Owner's rights under the Contract are reserved.
Please direct any question about this notice to [Insert name, telephone and email].

Yours sincerely

[Insert name]
[Insert title - Contract Administrator / Owner's Representative]
For and on behalf of [Insert Owner's legal entity name]
cc  [Insert Owner's project director]  ·  [Insert consultant or design lead]  ·  [Insert quantity surveyor / cost manager]  ·  Project file [Insert file reference]
Attachments  Defect Schedule item [Insert ref]  ·  [Insert photographs, test records, marked-up drawings, extract of the requirement]
LETTER 2  ·  FOLLOW-UP NOTICE
	SEND WHEN  the date in Letter 1 has passed and the defect is still there, or the response you received does not fix it. Firmer, factual, and it puts the history on the record.
DO NOT SEND IF  the Letter 1 date has not yet expired, or the Contractor has given a proposal that does address the defect and is being carried out.



	From
	[Insert name, role - e.g. Contract Administrator] , [Insert your organisation]

	To
	[Insert name and title] , [Insert Contractor's legal entity name]

	Date
	[Insert dd mmm yyyy]

	Our reference
	[Insert letter ref]  ·  Defect ref [Insert item ref from the Defect Schedule]

	Delivery
	[Insert - as the Contract requires for notices, plus a copy by email]

	Project / Contract
	[Insert project name]  ·  [Insert contract name or number]



Subject:  Follow-up notice - defective work not rectified - [Insert element or area] - Defect ref [Insert item ref]
Dear [Insert name]
1. We wrote to you on [Insert dd mmm yyyy] (our reference [Insert]) about defective work at [Insert location]. That letter described the defect, identified the requirement it fails and asked for a written rectification proposal by [Insert dd mmm yyyy].
1. Since that letter: [Insert the history - no response has been received / a response was received on dd mmm yyyy but it did not address the defect / a proposal was received but no work has started / rectification was attempted on dd mmm yyyy and the work still fails the requirement]. We re-inspected on [Insert dd mmm yyyy] and the defect remains.
1. The defect is unchanged: [Insert one sentence restating what is physically wrong]. It fails [Insert the requirement]. Full particulars remain as set out in the attached Defect Schedule at item [Insert item ref].
1. [Insert if a response was received] Your response of [Insert dd mmm yyyy] does not answer this notice because [Insert - it disputes the defect without producing evidence / the method offered would not restore compliance with the requirement / it gives no completion date].
1. Rectification is required by [Insert dd mmm yyyy]. [Insert what is required]. That date allows [Insert number] working days from the date of this letter, which we consider reasonable for work of this nature and scale. If you consider it is not, say so in writing by [Insert dd mmm yyyy] with your reasons and the date you can achieve. Silence will be treated as acceptance of the date.
1. If rectification is not complete by that date we will issue a formal notice to rectify under the Contract. We will also [Insert as applicable - decline to certify the affected work for payment / exclude it from the assessment of the work completed / record it against Substantial Completion (Practical Completion)].
1. This defect affects [Insert - following trades, an approaching inspection, a commissioning or handover date, occupation]. Continued delay in rectifying it will [Insert consequence]. Any effect on the program (schedule) caused by rectifying your own defective work is your responsibility.
1. Nothing in this letter is an acceptance of any part of the work or a waiver of any right. All of the Owner's rights and remedies under the Contract are reserved.

Yours sincerely

[Insert name]
[Insert title - Contract Administrator / Owner's Representative]
For and on behalf of [Insert Owner's legal entity name]
cc  [Insert Owner's project director]  ·  [Insert consultant or design lead]  ·  [Insert quantity surveyor / cost manager]  ·  Project file [Insert file reference]
Attachments  Defect Schedule item [Insert ref]  ·  [Insert photographs, test records, marked-up drawings, extract of the requirement]
LETTER 3  ·  FORMAL NOTICE TO RECTIFY DEFECTIVE WORK
	SEND WHEN  the earlier notices have expired and you need the Contract's rectification machinery running. This is the notice the later remedies depend on, so the period, the signatory and the service method all have to be right.
DO NOT SEND IF  you have not checked the Contract for the minimum period, the required method of service and who holds the power to give it.



	From
	[Insert name, role - e.g. Contract Administrator] , [Insert your organisation]

	To
	[Insert name and title] , [Insert Contractor's legal entity name]

	Date
	[Insert dd mmm yyyy]

	Our reference
	[Insert letter ref]  ·  Defect ref [Insert item ref from the Defect Schedule]

	Delivery
	[Insert - as the Contract requires for notices, plus a copy by email]

	Project / Contract
	[Insert project name]  ·  [Insert contract name or number]



Subject:  FORMAL NOTICE TO RECTIFY DEFECTIVE WORK - [Insert element or area] - Defect ref [Insert item ref]
Dear [Insert name]
This letter is a formal notice given under the provisions of the Contract dealing with defective work and its rectification. It is not general correspondence.
1. Under the Contract, work that does not comply with the requirements of the Contract is defective work and you may be required by notice to rectify it within the period stated. This is that notice.
1. The defective work is: [Insert description]. Location: [Insert level, grid, room or chainage]. It fails [Insert the specification section, drawing and revision, approved sample or accepted standard]. Particulars, evidence and photographs are in the attached Defect Schedule at item [Insert item ref].
1. Previous correspondence on this defect: our notice of defective work dated [Insert dd mmm yyyy] (reference [Insert]) and our follow-up notice dated [Insert dd mmm yyyy] (reference [Insert]). The defect has not been rectified.
1. You are required to rectify the defective work by [Insert dd mmm yyyy]. That period has been set having regard to the minimum period the Contract requires for a notice of this kind and to the work reasonably involved.
1. Rectification is complete when the work complies with the requirement identified above, has been presented for inspection before being covered up, has been re-tested or re-surveyed where the requirement is measured, and this evidence has been provided: [Insert - re-test certificate, survey record, photographs, inspection or ITP sign-off].
1. Rectification is at your cost. We do not accept that rectifying your own defective work entitles you to an extension of time or additional payment. If you contend otherwise, say so in writing by [Insert dd mmm yyyy] with the basis on which you claim it.
1. If the work is not rectified by the date required, the Owner may exercise its rights under the Contract. Those may include having the work rectified by others and recovering the cost from you as a debt or by set-off, withholding certification of the affected work, and [Insert any further consequence the Contract provides]. We will give only such further notice as the Contract requires.
1. This notice relates only to the defective work described in it. It is not a direction to vary the work, an acceptance of any other part of the work, or a waiver of any right. All of the Owner's rights and remedies are reserved.

Yours sincerely

[Insert name]
[Insert title - Contract Administrator / Owner's Representative]
For and on behalf of [Insert Owner's legal entity name]
cc  [Insert Owner's project director]  ·  [Insert consultant or design lead]  ·  [Insert quantity surveyor / cost manager]  ·  Project file [Insert file reference]
Attachments  Defect Schedule item [Insert ref]  ·  [Insert photographs, test records, marked-up drawings, extract of the requirement]
LETTER 4  ·  INTENTION TO HAVE THE WORK RECTIFIED BY OTHERS
	SEND WHEN  the period in the formal notice has fully expired, the work is still defective, and the Owner has decided to engage others. It gives one last opportunity, which is what makes the step look reasonable afterwards.
DO NOT SEND IF  the Letter 3 period has not expired, the notice period was arguably too short, or you have not yet priced the rectification and planned the access.



	From
	[Insert name, role - e.g. Contract Administrator] , [Insert your organisation]

	To
	[Insert name and title] , [Insert Contractor's legal entity name]

	Date
	[Insert dd mmm yyyy]

	Our reference
	[Insert letter ref]  ·  Defect ref [Insert item ref from the Defect Schedule]

	Delivery
	[Insert - as the Contract requires for notices, plus a copy by email]

	Project / Contract
	[Insert project name]  ·  [Insert contract name or number]



Subject:  Notice of intention to have defective work rectified by others - [Insert element or area] - Defect ref [Insert item ref]
Dear [Insert name]
1. We refer to our notice of defective work dated [Insert dd mmm yyyy], our follow-up notice dated [Insert dd mmm yyyy] and our formal notice to rectify dated [Insert dd mmm yyyy], which required rectification of the defective work described in it by [Insert dd mmm yyyy]. That period has expired.
1. We inspected the work on [Insert dd mmm yyyy]. The defective work has not been rectified. [Insert - no rectification has been attempted / rectification was attempted on dd mmm yyyy and the work still fails the requirement]. The defect remains as described in the attached Defect Schedule at item [Insert item ref].
1. The Owner therefore intends to have the defective work rectified by others and to recover the cost of doing so from you, as a debt or by set-off against money otherwise payable under the Contract.
1. The current estimate of that cost is $[Insert amount] in the project's contract currency, made up of [Insert - the rectification works, access and making good, and the Owner's cost of administering them]. The actual cost will be substantiated and notified to you.
1. Final opportunity. If you commence rectification by [Insert dd mmm yyyy] and complete it by [Insert dd mmm yyyy], the Owner will not engage others in respect of these items. Confirm in writing by [Insert dd mmm yyyy] whether you intend to do so, and if you do, provide the method and the resources you will use.
1. Access. If others are engaged they will require access to [Insert areas] from [Insert dd mmm yyyy]. You are invited to inspect the work before it is disturbed and to have a representative present while rectification is carried out. Tell us by [Insert dd mmm yyyy] who will attend. Records of the work will be kept and made available to you.
1. Where the Contract makes you responsible for a warranty or guarantee covering this work, tell us by [Insert dd mmm yyyy] what effect you say rectification by others would have on it, so it can be dealt with before the work starts. If we do not hear from you we will proceed on the basis that you have no comment.
1. This notice does not relieve you of any obligation under the Contract, and it is not an acceptance of any part of the work or a waiver of any right. All of the Owner's rights and remedies are reserved, including for any loss caused by the delay in rectification.

Yours sincerely

[Insert name]
[Insert title - Contract Administrator / Owner's Representative]
For and on behalf of [Insert Owner's legal entity name]
cc  [Insert Owner's project director]  ·  [Insert consultant or design lead]  ·  [Insert quantity surveyor / cost manager]  ·  Project file [Insert file reference]
Attachments  Defect Schedule item [Insert ref]  ·  [Insert photographs, test records, marked-up drawings, extract of the requirement]
LETTER 5  ·  DEFECT IN THE DEFECTS LIABILITY / WARRANTY PERIOD
	SEND WHEN  the work has reached Substantial Completion (Practical Completion) and a defect appears while the Defects Liability Period (Warranty Period) runs. The asset is in use, so access is now something you offer rather than assume.
DO NOT SEND IF  the period has expired - then it is a different conversation - or the item is fair wear and tear, damage by others, or a maintenance obligation that sits with the Owner.



	From
	[Insert name, role - e.g. Contract Administrator] , [Insert your organisation]

	To
	[Insert name and title] , [Insert Contractor's legal entity name]

	Date
	[Insert dd mmm yyyy]

	Our reference
	[Insert letter ref]  ·  Defect ref [Insert item ref from the Defect Schedule]

	Delivery
	[Insert - as the Contract requires for notices, plus a copy by email]

	Project / Contract
	[Insert project name]  ·  [Insert contract name or number]



Subject:  Notice of defect during the Defects Liability Period (Warranty Period) - [Insert element or area] - Defect ref [Insert item ref]
Dear [Insert name]
1. Substantial Completion (Practical Completion) of [Insert the works or the separable portion] was certified on [Insert dd mmm yyyy]. The Defects Liability Period (Warranty Period) under the Contract runs until [Insert dd mmm yyyy].
1. A defect has appeared in work carried out under the Contract: [Insert description of what is physically wrong]. Location: [Insert level, room, asset tag or area]. It was identified on [Insert dd mmm yyyy] by [Insert - the Owner's facilities team, a maintenance contractor, a scheduled inspection]. Particulars and photographs are in the attached Defect Schedule at item [Insert ref].
1. The work fails [Insert the requirement - the specification section, the performance requirement or the standard the completed work must meet]. It is not fair wear and tear and it has not been caused by misuse, alteration or damage after handover.
1. Under the Contract you are required to make good defects that appear during the Defects Liability Period (Warranty Period). We require this defect to be rectified by [Insert dd mmm yyyy]. Rectification is at your cost.
1. Access and occupation. The [Insert building or asset] is occupied and in use. Access is available [Insert days and hours] with [Insert] days notice, subject to [Insert - induction, permits, isolation approvals, escort]. Work affecting [Insert - occupants, live services, operations] must be carried out [Insert - out of hours or in an agreed possession] and programmed with [Insert contact].
1. Please confirm in writing by [Insert dd mmm yyyy]: the date you will attend to inspect, if you need to inspect before accepting the defect; the date you will rectify; and the method proposed. If you dispute that this is a defect you are responsible for, say so by the same date with your reasons.
1. [Insert where the defect is urgent] This defect is affecting [Insert - safety, security, weathertightness, an operating system]. If you have not attended by [Insert dd mmm yyyy, time] the Owner will take the minimum action necessary to make the situation safe and will recover the cost from you. That action does not relieve you of the obligation to rectify.
1. If the defect is not rectified by the date required, the Owner may have the work rectified by others and recover the cost as a debt, by set-off, or from any security or retention held under the Contract. Where the Contract provides a further period of liability for rectified work, that period will apply to this item from the date rectification is complete. Confirm completion in writing, with the evidence, so the item can be closed out on the record.

Yours sincerely

[Insert name]
[Insert title - Contract Administrator / Owner's Representative]
For and on behalf of [Insert Owner's legal entity name]
cc  [Insert Owner's project director]  ·  [Insert consultant or design lead]  ·  [Insert quantity surveyor / cost manager]  ·  Project file [Insert file reference]
Attachments  Defect Schedule item [Insert ref]  ·  [Insert photographs, test records, marked-up drawings, extract of the requirement]
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ATTACHMENT A  ·  DEFECT SCHEDULE
This is the schedule every letter in the pack attaches to. Fill it in before you write the letter. One row per defect and one item ref per defect - bundle two defects under one ref and a partial rectification can never be closed out. Carry the item ref into every photograph, record and letter that touches it.
	EXAMPLE ROWS  The three rows marked EXAMPLE are worked examples showing the level of specificity that makes a notice enforceable. Delete those rows and this banner before you issue the schedule.



	Item ref
	Location
	Description of the defect
	Requirement it fails
	Date found
	Rectification required
	Required by
	Photo / record ref

	DEF-014
EXAMPLE
	Level 3, Grid C/4 - west lobby, curtain wall head
	Perimeter weather seal to the curtain wall omitted over a 2.4 m length at the head. Water ingress recorded at the adjacent door head during the site water test.
	Curtain wall specification, weatherproofing clause. Drawing A-421 Rev C, detail 6. No water penetration under the specified test.
	03 Aug 2026
	Install the seal to the approved detail over the full length. Re-test the bay to the specified method and provide the test record. Make good internal finishes damaged by the ingress.
	24 Aug 2026
	P-0142 to P-0145; WT-007

	DEF-015
EXAMPLE
	Level 1 slab, Grid A-D / 1-3 - retail tenancy 1
	Floor finish out of tolerance. Deviation of 9 mm measured under a 3 m straightedge at three of the eight points surveyed. Tenancy fit-out cannot set out over it.
	Concrete finishes specification: maximum deviation 3 mm under a 3 m straightedge.
	29 Jul 2026
	Bring the affected area within the specified tolerance, re-survey the full bay and provide the survey record. Method to be proposed by the Contractor.
	21 Aug 2026
	P-0131; SR-018

	DEF-016
EXAMPLE
	Plant room 2, Level 6 - chilled water pump set CHWP-02
	Anti-vibration mounts not installed to the approved shop drawing. Two of four mounts packed with steel shim, bridging the isolation. Vibration to the slab above the acceptance criterion at commissioning.
	Mechanical specification, vibration isolation clause. Approved shop drawing SD-M-118 Rev B. Commissioning acceptance criterion.
	11 Aug 2026
	Remove the packing, install the mounts to the approved shop drawing, re-commission the pump set and provide the re-test record signed by the commissioning engineer.
	28 Aug 2026
	P-0158; CX-024

	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 


An item is closed when the evidence exists, not when someone says the work is finished. Record the close-out against the same item ref - see USING THIS PACK at the back. Print this attachment on A3 if the rows are long.
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USING THIS PACK
Five letters that escalate in order, the schedule they attach to, and the guidance that says which one to send. Each assumes the one before it was sent, was validly given and has expired. Keep every letter to the defects in the Defect Schedule.
WHICH LETTER TO SEND
	The situation you are in
	Send
	What must be true before you send it

	Non-compliant work found, not yet raised in writing.
	Letter 1
Notice of defective work
	You can name the requirement the work fails, not just your objection to it.

	Letter 1 has expired and the defect is still there.
	Letter 2
Follow-up notice
	Letter 1 is on file, its date has passed, and a re-inspection is recorded.

	Co-operation has failed. You need the Contract's machinery running.
	Letter 3
Formal notice to rectify
	You have checked the Contract: who signs it, how it is served, the minimum period. Get those wrong and the notice fails.

	The formal notice period has expired. Work still defective.
	Letter 4
Intention to have others rectify
	Letter 3 has fully expired, you have a price for the work and a plan for access.

	A defect appears after Substantial Completion (Practical Completion).
	Letter 5
Defects Liability / Warranty Period notice
	The defect sits within the Contractor's post-completion obligation and the period has not expired.


After completion, start at Letter 5, then escalate using Letters 3 and 4 adapted to the post-completion wording.
BEFORE YOU SEND - THE FILE BEHIND THE NOTICE
1. What the defect is  what is physically wrong, in terms a third party could verify on site.
1. Which requirement it fails  spec section, drawing revision, sample or standard - quoted and attached.
1. Where it is  level, gridline, room, asset tag or chainage, as the drawings reference it.
1. When it was found  the date found, and the date it was first capable of being found.
1. How it was found  inspection, survey, test or witness point, and who found it, with their role.
1. Photographs  dated, located, showing scale; one wide, one close; file names carry the item ref.
1. Test results  the result, the method, the instrument or laboratory, and the acceptance criterion.
1. Prior correspondence  every instruction, inspection record and email on this defect, by date and ref.
1. The rectification required  the work required, or the outcome required - say which.
1. The time you are allowing  a date, not a duration, checked against the Contract's minimum period.
1. Authority to sign  confirmation the signatory holds the role the Contract gives the power to.
COMMON MISTAKES
1. Writing an opinion, not a departure.  "Poor quality" cannot be tested, so it cannot be breached. Write "9 mm deviation under a 3 m straightedge against a permitted 3 mm", and name the clause.
1. Setting a period shorter than the Contract allows.  The notice can be invalid, and every remedy built on it fails with it. Check the minimum period, and how service is deemed, before you set the date.
1. The wrong signatory, or the convenient method of service.  Contracts give the power to a named role and state how notices are served. An email to the site team may not be service at all.
1. No date, and no stated consequence.  "As soon as possible" leaves nothing to breach. Name the date, name the next step, then take it - steps you announce and skip make every date soft.
1. Escalating out of order.  Letter 4 without a valid Letter 3 behind it is interference, not escalation, and can turn the Owner's remedy into the Owner's breach. Seriousness shortens periods; it never skips a step.
1. Directing the method where the Contract makes it the Contractor's.  Specify how to fix it and you own the risk of the fix, and may have varied the work. Require the outcome and ask for a method.
Replies: ask for the evidence, not the opinion; get any deferral dated in writing; rectifying defective work is not a Variation (Change Order); and treat silence as the cue to re-inspect and send the next letter.
RECORD KEEPING  File every letter against the same item ref as the Defect Schedule. Record the date and method of service and keep the proof. Record every re-inspection, including those that found the defect still there.
CLOSING AN ITEM OUT  An item closes on evidence: the date rectification was completed, the re-test, survey or signed inspection record that proves it, and who verified it, when - all recorded against the item ref.
TERMINOLOGY
This pack uses the term in the first column. Replace it with your own contract's term before you send anything - the words below are not interchangeable inside a single contract.
	Used in this pack
	United States
	United Kingdom
	Australia

	Contract Administrator / Owner's Representative
	Owner's Representative; Architect or Engineer of Record
	Contract Administrator; Employer's Agent
	Superintendent

	Owner - the party who engaged the Contractor
	Owner
	Employer; Client
	Principal

	Contractor
	Contractor; General Contractor
	Contractor; Main Contractor
	Contractor; Head Contractor

	Substantial Completion (Practical Completion)
	Substantial Completion
	Practical Completion
	Practical Completion

	Defects Liability Period (Warranty Period)
	Warranty Period; Correction Period
	Defects Liability Period; Rectification Period
	Defects Liability Period

	Defective work
	Nonconforming work; defective work
	Defective work; non-compliant work
	Defective work

	Notice to rectify
	Notice to correct; notice to cure
	Instruction to remove or rectify
	Direction to rectify

	Variation (Change Order)
	Change Order
	Variation; Change
	Variation

	Program (Schedule)
	Schedule
	Programme
	Program

	Contract Sum / Contract Price
	Contract Sum
	Contract Sum
	Contract Sum

	Security / retention
	Retainage
	Retention
	Security; retention



	IMPORTANT  These letters are a drafting aid, not legal advice, and they are deliberately jurisdiction-neutral. Contracts differ on who may give a notice, how it must be served, what period it must allow and what remedies follow if it is ignored. Read the Contract before you send anything in this pack, and take advice on the matter - not on the template - where the amount at stake or the relationship warrants it.
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