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



Protection of Floors

Dear Mr. Contractor,


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


Please be advised that the terrazzo flooring on this Project is either installed or is in the process of being installed. 
Terrazzo is a finished floor.  Like any other floor, once finished it should be kept clean, dry and protected from damage by incomplete construction and other trades. Damage to the floor can result from a variety of things, including but not limited to: (1) weld slag burns, (2) heavy material and/or equipment being dragged across the floor, (3) heavy objects being dropped on the floor, (4) staining from solvents, paint, oil wet sawdust, tobacco, acids, coffee, carbonated drinks, foods, and cigarette burns. Please notify all parties who are performing work in the area of the terrazzo floor to exercise caution.

You should be aware that if any damage occurs that requires patching, it is almost impossible to match an existing terrazzo.  Subcontractor accepts no responsibility for damage to the terrazzo caused by other parties nor for patches that do not match the existing terrazzo.  Further, removing and replacing damaged terrazzo is a very costly process.  Therefore, preventing damage before it occurs is crucial.

A suggested method of protecting the finished terrazzo floor would be to place a layer of plastic and masonite over the floor until construction is completed.


To protect against these potential problems, you may want to place protection over the floor. Subcontractor is required to seal and polish the terrazzo only once.  After all construction is complete, the terrazzo floor will need a final cleaning to be done by contractor or owner.  Regular routine maintenance should begin immediately upon completion of the project.  All maintenance information regarding the new terrazzo floor is enclosed or will be forwarded upon completion of the floor.








Sincerely,








Subcontractor

Accepted:

_______________________

Signature and date

By:______________________

Printed Name and title

