For this task:
· evidence of processing application for Extension of Time. E.g., copy of written notice to the contract administrator and relevant people, as below
· copy of relevant organisational policies you followed to complete this task as attached
· excerpt from contract showing relevant conditions you followed to complete this task as shown below


Email sent to Contracting Party:


From: nao@knightscbi.com
To: abc@rescompany.com
Date: 15/02/2023   Time: 10:00am
Subject: Request for Extension of Time for Completion of Construction Project

Dear Big Boss

I am writing to request an extension of time for the completion of our construction project, which was originally scheduled to be finished by 24/04/2023.  Unfortunately, due to delays caused by the delay in the possession of the site from your end, we have been unable to commence the construction work on time and this has caused a delay in the completion of the project.

As you are aware, the success of any construction project is dependent on the cooperation and collaboration of all parties involved. Despite our best efforts, we have experienced significant delays because of the late possession of the site from your end. We have collated evidence of this delay, including correspondence and documents related to the transfer of the site, of which you had shared with us earlier.

Furthermore, we have attempted to mitigate these delays wherever possible, including rescheduling our team's work and rearranging our construction plans to ensure that we can complete the project as soon as possible. However, these delays have caused a ripple effect on our progress, and we are now unable to complete the project by the original deadline.

Considering these circumstances, we respectfully request an extension of time to complete the project. We understand the importance of adhering to project timelines and will make every effort to expedite the remaining work to minimize further delays.  Kindly refer to the attached document for the excerpt on ‘Delays and Extension of Time Claims’ clause on the contract for your ease of reference to this matter.

We propose that the new completion date be set to 05/05/2023 which will allow us to complete the project to the high standards that we have set for ourselves while ensuring that the construction proceeds in a safe and efficient manner and if accepted, we will arrange to make the amendments to the contract accordingly.

We would appreciate your prompt consideration of our request and look forward to continuing our collaboration with you to achieve a successful outcome for the project.

Thank you for your time and attention and looking forward to hearing back from you soon


Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)



Email Response Received from Contracting Party:


From: abc@rescompany.com
To: nao@knightscbi.com
Date: 18/02/2023   Time: 3:00pm
Subject: Request for Extension of Time for Completion of Construction Project

Dear Noreen

Thank you for your email dated 15/02/2023 in which you requested an extension of time for the completion of our construction project. We appreciate your efforts to keep us informed of the project's progress in lieu of the reasons for the delay.

After careful consideration of your request and the evidence provided, of which we are aware of, we understand the reasons for the delay and acknowledge that the delay in the possession of the site was beyond your control. Therefore, we agree to your proposed new completion date of 05/05/2023 and will adjust our plans accordingly.

We appreciate your commitment to completing the project to the high standards that we have set for ourselves and understand that you will make every effort to expedite the remaining work to minimize further delays.

We look forward to continuing our collaboration with you and appreciate the open communication and professionalism demonstrated throughout the project.

Thank you for your time and commitment


Kind regards

Big Boss
Big Boss
Managing Director
ABC RES COMPANY
1 STREET, ABC LAND, QLD
Australia
Phone: 0123456
Excerpt from contract showing relevant conditions you followed (appears as attachment to the email)

DELAYS AND EXTENSION OF TIME CLAIMS
Contractor's claim for an extension of time can be made if the progress of the Works is delayed as a result of any of the following causes:
a) a variation of the Works under this Contract;
b) a failure by the Owner, or the Owner's Agent, to give to the Contractor a written notice agreeing to a variation in accordance with Clause 12.5, 13.3 or 14.3;
c) an act or omission of the Owner, the Owner's Agent, the Owner's consultants, other agents or other
contractors, or authorised representatives of the lender stated in Item 11 of the Schedule;
d) a Latent Condition;
e) a breach of this Contract by the Owner;
f) a lawful suspension of the Works;
g) proceedings being taken, or threatened by, or disputes with, adjoining neighbouring owners or residents;
h) an act of prevention by the Owner not otherwise covered by this Clause;
i) inclement weather, or any conditions arising as a result of inclement weather;
j) a Christmas Shutdown;
k) industrial action or civil commotion affecting the Works, any persons employed in respect of the Works, or the manufacture or supply of materials for the Works;
l) the unavailability of any labour (whether under a subcontract or a contract of employment) necessary for the
Contractor to carry out the Works with reasonable diligence;
m) the unavailability of any materials necessary to carry out the Works; or
n) any other cause not reasonably foreseeable at the date of the formation of this Contract, and beyond the
reasonable control of the Contractor, the Contractor must, within ten (10) Business Days of the Contractor becoming, or ought reasonably to have become, aware of the cause and extent of the delay, give to the Owner a written claim, signed by or on behalf of the Contractor, for a reasonable extension of the Date for Practical Completion that sets out the cause and consequences of the delay.

Extension for delays which have been allowed, where a cause of delay (such as, for example, inclement weather) has been allowed for by the Contractor, the Contractor is not entitled to an extension of the Date for Practical Completion for any delays resulting from that cause until the allowance for that cause in the construction period has been fully exhausted.

Owner's assessment of claim, within ten (10) Business Days after receiving the Contractor's written claim for an extension of the Date for Practical Completion, the Owner must assess the claim and give written notice to the Contractor:
a) accepting the claimed extension of the Date for Practical Completion; or
b) rejecting the whole or any part of the claimed extension of the Date for Practical Completion, and setting out
the Owner's reasons for the rejection.

Copy of claim to be provided to the Owner where accepted and if the Owner accepts the Contractor's claim for an extension of the Date for Practical Completion, in whole or in part, in accordance with the above, the Contractor must, within five (5) Business Days of the Owner's acceptance, give to the Owner a signed copy of the accepted claim for an extension of the Date for Practical Completion.

Consequence of Owner's rejection or failure to accept and if the Owner fails to give written notice in accordance with the above, or gives notice rejecting the whole or any part of the Contractor's claim for an extension of the Date for Practical Completion, then the dispute arising as a result is to be resolved in accordance with contract wording under Clause 28.



