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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: Notice of Delay – [Insert Project Name] – [Insert Contract Number]

We refer to the Contract between [Insert your Organisation Name] and [Insert Principal / Client Organisation Name] dated [Insert Contract Date] for [Insert Project Name] (the Contract). Pursuant to Clause [Insert relevant Contract Clause] of the Contract, we hereby provide formal notice of the delay event.

Description of the Delay Event

The delay event occurred on [Insert Date of Delay Onset] and relates to [Insert a Clear and Detailed Description of the Delay Event].

The primary cause(s) of the delay include:

· [Insert Cause 1]
· [Insert Cause 2]
· [Insert Cause 3]

Impact of the Delay

The delay is affecting the following activities and milestones:

	Activity:
	[Insert Impacted Activity]

	Original Completion Date:
	[Insert Date]

	Anticipated Revised Completion Date:
	[Insert Date]



Based on our preliminary assessment, the estimated delay to the critical path is approximately [Insert Number of Days] calendar days.

A formal Extension of Time (EOT) claim with a fully detailed program impact analysis will be submitted in accordance with Clause [Insert relevant Contract Clause] once the extent of the delay is fully qualified.

Mitigation Measures

We are taking the following reasonable steps to mitigate the impact of the delay:

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

Reservation of Rights

We expressly reserve all rights and entitlements under the Contract and at law, including the right to claim an Extension of Time, delay costs, and any other associated relief as appropriate.

We respectfully request any instructions or assistance that the Principal / Client may wish to offer to further mitigate or manage the impacts of the delay.

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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