(Date of Letter)

(Contractor, etc.)

(StTreet AddT€ss)

(City, State and Zi p Code)
RE: Home Repair
Attn: Contract Adm nistrator
Dear Contract Adm nistrator:
On the day of , an agreenent was reached

with your cofmMpany tor certain repairs to be nade on ny (our) hone at the address
listed below. These repairs include the follow ng:

(identify particular itens for repair). It will be necessary for these repairs
to be conpleted on or before the day of .
If it is not possible for the repairs to be conpleted on or before that date, it
will be necessary for you to advise ne imrediately due to other matters | have
schedul ed subsequent to that date. |If the scheduled repairs are not conpleted
on or before that date, it will be necessary for there to be a contract

adj ustmrent and, in that regard, such an understandi ng between your conpany and

t he undersi gned nust be reached at this tinme. |In other words,

there will need to be a delay penalty or another contractor will need to be

contacted since it is inperative that repairs be conpleted on or before the

af orenenti oned date. Should the undersigned not hear fromyou within three days
of the date of this letter, it will be ny presunption that you were unable to
effectuate the repairs as schedul ed; therefore, another business will be
contacted to performthe repairs in your place. Thank you for your immedi ate
attention.

Very truly yours,

(Signature)

(Address)

(City, State and Zip Code)

(Phone Nunber)
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