A/E LETTERHEAD or FOD FDC LETTERHEAD

Month 00, 2014
Certified Mail Receipt No. (##)


Via e-mail and certified mail
«FirstName» «LastName»
«Company»
«Address»
«City», «State»  «PostalCode»
RE:  ARTICLE 6.24.1 72-HOUR NOTICE

[PROJECT NAME]


[PROJECT NUMBER]

Dear «Salutation» «LastName»:

In accordance with Article 6.24.1.1 of the General Conditions of the Contract Documents, you are hereby notified of your obligation to (SPECIFY REQUIRED WORK SUCH AS: perform corrective Work, remedy defective Work, complete Punch List Items, recover schedule deficiencies, submit close out documents, etc
.) in accordance with the terms of the Contract Documents.  The Ohio State University requires (NAME OF CONTRACTOR) to perform the following Work within three days of receiving the Notice:
SPECIFY REQUIRED WORK/DEFICIENCIES.  INCLUDE DETAIL AS NECESSARY
.

Should (NAME OF CONTRACTOR) fail to complete the work identified in this Notice with three days, the Owner may correct the work at cost to the Contractor and pursue other remedies as necessary under the Contract.  Be aware that failure to comply with this notice will affect your ability to be deemed as a responsible contactor for future work at the University.

Your prompt response is needed as we work together to deliver the completed project.  Please contact me if necessary to discuss this matter.
Sincerely,

[A/E]
[TITLE]
[A/E FIRM]
cc:
[NAME OF CONTRACTOR’S SURETY]

Paul Sherwood, Assistant Vice President

[PROJECT MANAGER], Project Manager
[CONTRACTS ADMINISTRATOR]
Lisa Conomy, Office of Legal Affairs
�NOTE: Where performance of the Work requires coordination with the Owner, this Notice may require the contractor to submit a plan acceptable to the Owner within three days, rather than requiring the Contractor to perform the Work in that time.  The balance of the Notice will need to be revised to conform if a plan is required.


�If a plan is required, insert the following: The Contractor shall furnish a plan acceptable to the Owner to remedy the following: (SPECIFY WHAT IS REQUIRED TO BE INCLUDED IN THE PLAN).
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