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[Insert Date]

[Insert Recipient’s Name]
[Insert Recipient’s Organisation Name]
[Insert Address Line 01]
[Insert Address Line 02]

Dear [Insert Recipient’s Name],

Project Name		[Insert Project Name]
Project Address	[Insert Project Address]

RE: Request for Extension of Time – [Insert Project Name] – [Insert Contract Number]

In accordance with [Insert relevant Contract Clause & Contract Name], [Insert your Organisation Name] (“the Contractor”) hereby provides formal notice of delay and respectfully requests an Extension of Time to the Date for Practical Completion.

Project Details

	Project Name:
	[Insert Project Name]

	Contract Number:
	[Insert Contract Number]

	Superintendent / Contract Administrator:
	[Insert Name]

	Date for Practical Completion (Original):
	[Insert Original Date]



Description of Delay Event

On [Insert date of delay event], [Insert description of nature of the delay event]. Further details are outlined within the below.

	Cause of Delay:
	[Insert detailed description of delay cause]

	Date Delay Occurred:
	[Insert date(s) delay started and ended]

	Impact on Works:
	[Insert details about which activities were impacted and how the critical path was affected]



Contractual Entitlement

Pursuant to [Insert relevant Contract Clause] of the Contract, the Contractor is entitled to claim an Extension of Time due to [Insert reason].

The Contractor has taken all reasonable steps to mitigate the delay, including:

· [Insert Mitigation Effort 1]
· [Insert Mitigation Effort 2]
· [Insert Mitigation Effort 3]

Requested Extension

As a result of the delay, the Contractor respectfully requests an extension to the Date for Practical Completion by [Insert Number of Days] calendar / working days.

	Revised Date for Practical Completion:
	[Insert Revised Date]



Supporting Documentation

Please find attached the following documents for your review:

· Updated Construction Program showing impact to critical path.
· [Insert any additional supporting documents]

Reservation of Rights

The Contractor reserves its rights under the Contract, including but not limited to any rights to claim delay costs, disruption costs, or other associated costs arising from this delay event.

Should you require any further information or wish to discuss this matter, please do not hesitate to contact the undersigned.


Yours sincerely,





					
Signature

[Insert Name]
[Insert Title]
[Insert Date]
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