Notice of delay
[Company letterhead]
	Field
	Detail

	Our ref
	[NOT-001]

	Date
	[DD/MM/YYYY]

	To
	[Main contractor / Employer]

	Attention
	[Name, title]

	Project
	[Project name]

	Subject
	Notice of delay — [event description]


1. Notice
Pursuant to [Sub-Clause 20.1 / applicable clause] of the [Contract / Subcontract Agreement] dated [date], we hereby give notice of a delay event affecting the Works.
2. The event
[Describe the event: what happened, when it started, where. E.g. late release of construction drawings for Zone A, instructed variation VO-[xx], denied access to work front, etc.]
	Item
	Detail

	Date event commenced
	[DD/MM/YYYY]

	Status
	[Ongoing / ceased on DD/MM/YYYY]

	Affected activities
	[Programme activity IDs / description]

	Records
	[Site diary refs, correspondence refs, photos]


3. Anticipated impact
The event is anticipated to impact the Time for Completion and/or Cost. A detailed particulars submission (extension of time and any associated costs) will follow in accordance with the Contract within the prescribed period.
4. Reservation of rights
This notice is issued to preserve our contractual entitlements. We reserve all rights and remedies available under the Contract and at law, including entitlement to extension of time and recovery of associated costs.
5. Signature
	
	

	For and on behalf of
	[Your company]

	Name / title
	[Name, Project Manager]

	Signature / date
	


