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



Temporary Floor Appearance

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.  The terrazzo flooring will have a mottled appearance for a period of three to six months as it cures.  I have enclosed the National Terrazzo and Mosaic Association’s Technical Bulletin No. 28 regarding this issue for your reference.








Sincerely,








Subcontractor

Accepted:

_______________________

Signature and date

By:______________________

Printed Name and title

