Notification

Official Notice & Alert Document

CORRESPONDENCE
TYPE
What is a Notification?

A Notification is a formal document issued to inform relevant parties of an important event, change,

requirement, or decision that requires their awareness or action. Notifications are time-sensitive and often
carry contractual or legal significance within a project.

Document Code: NTF-XXXX

Issued By: Issuing party / Authority

Addressed To: Notified party / Organisation
Notification No.: Unique reference number

Date of Issue: Date the notification is issued
Subject: Nature of the notification

Response Required: Yes / No — with deadline if applicable

Key Elements of a Notification

* Notification Number — Unique identifier for tracking

« Nature of Notice — Type of notification (e.g. Delay, Change, Defect, Instruction)
» Event Description — Clear explanation of what is being notified

 Contractual Clause Reference — Relevant clause that triggers the notification

e Impact Assessment — Effect on time, cost, or quality (if applicable)

* Required Response — Action expected from the recipient

e Deadline — Date by which a response or action is required

 Authorised Signature — Official sign-off

Types of Notifications




 Notice of Delay — Informing of schedule overruns

* Notice of Change — Alerting scope or design modifications

« Defect Notification — Reporting quality or workmanship issues
 Contractual Notice — Formal notices under contract clauses
 Safety Notification — Urgent safety-related alerts or warnings

 Notice to Proceed (NTP) — Authorisation to commence work
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