NOTICE LETTER 

Your Letterhead

Date

VIA FAX # 555.555.5555 

And Certified Mail,

RRR # 1234 56 789

Contractor’s name

Address


RE:
Name of Project



Cracks in Concrete Substrate

Dear Mr. Contractor,


In accordance with the terms of our contract, we are putting you on notice of the above-referenced issue.


We have inspected the condition of the structural slab to determine if it is ready for application of the terrazzo flooring.  We have determined that there are excessive cracks in the concrete substrate.  [OPTIONAL:  Enclosed is a copy of the drawings showing the approximate location of the worst cracks.] If cracks exist in the concrete substrate, they will naturally telescope up through the terrazzo flooring. 

In order to help minimize the occurrence of cracks in the terrazzo from lateral movement, we suggest covering the cracks with a flexible epoxy membrane.  However, this will not eliminate cracking if there is movement in the concrete substrate.  This work is an extra to our subcontract and will require a change order.  We recommend that a joint inspection including the architect be made to determine the preferred repair method and how much it will cost.  If repairs are not made, we cannot provide a warranty for the terrazzo floor.








Sincerely,








Subcontractor

Accepted:

_______________________

Signature and date

By:______________________

Printed Name and title

