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Employer/Contractor
Address



By email and post (if required)


Date: 
Reference:

For the Attention of:


Dear Sirs,

PROJECT NAME
WORKS PACKAGE
CLOSURE OF SITE/SUSPENSION OF THE WORKS

We write to record your instruction to demobilise from site, received by [email/letter/verbally] by your John Smith at 16:00 hrs on 20th March 2020.

We understand that these are unprecedented circumstances, and please be assured of our intention to work collaboratively with you to mitigate the effects of the shut-down. As you will however appreciate, we remain obliged to you to give notice under the terms of the Contract.

We therefore give notice under the contract that the completion of our works shall be delayed. The relevant event(s) causing delay and preventing regular progress of the Works are as follows;

· A Variation to the order of the Works 
and/or
· Late or restricted access to areas of the site
and/or
· Delays by others wholly beyond our control
and/or
· Suspension of the Works 
and/or
· Any other event or impediment over which we have no control
· Changes to legislation or other statutory requirements (if emergency legislation)
and/or
· Force Majeure
and/or
· Any other relevant event within the contract upon which we (or yourselves) may consider applicable in relation to the present circumstances

Notwithstanding any other conditions of the contract, we are presently unable to ascertain the full effect in terms of duration and compensation. For the purposes of satisfying any notice requirements we estimate the time effect to be 4 weeks at an estimated cost of £xxxx per week. 

Further, we advise that during the period of demobilisation, it is a possibility that not all emails will be received and responded to. Please attach “read receipts” to any emails issued. If you do not receive acknowledgement of receipt, please contact our Joe Bloggs on 07XXX XXXXXX. 

We consider that it would be in our mutual best interests to utilise the hiatus productively, to agree as many outstanding elements of the account as possible. Also, compiling a detailed programme to completion for the remaining works on a “day zero” basis from when the site restarts would be worthwhile. These are matters which we can work on together during this time, to ensure we are in good shape to recommence and complete the works when the time comes. We are willing to enter into a short addendum agreement, should you consider this worthwhile, to agree terms etc. surrounding this event and thereby alleviating mutual concerns the best we can. 

Given the extenuating circumstances, and in the interests of protecting both our Employees, we do not intend to issue a postal copy of this notice. Should you insist upon same, please advise by return. A delivery or read receipt will suffice for acknowledgement of service. 

We share concerns regarding health of employees and the public at large, however we remain obliged to you to issue this notice and reserve our rights under the contract and otherwise in law, and to assist you in planning completion of the Works. These are unprecedented times and we assure you of our cooperation to minimise the impact and effects arising from the present circumstances.

Yours faithfully,


