Our Ref..
Date:

Name

Address

Address

Address

For the attention of : 

Dear Sir

Re. 
Project Name and Reference

Notice of Delay No.
Issued in accordance with subcontract clause …………………………………………………………………
It appears that the progress of our works may be delayed for the reasons set out in this notice.

Cause of the delay

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

Likely effect on the progress of the works: (activity delayed) …………………………………………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….

Likely effect on the date for substantial completion (delay period) ………………………………...days
Likely costs incurred ……………………………………………………………………………………………………………………………………………………………………………………………………………………………….………………………………………………………………………………………………………………………
Yours Faithfully

For and on behalf of 

Name
Position
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