[Insert date]

[Insert Contractor’s name]
[Insert address line 1]
[Insert address line 2]

	Dear [Insert Contractor’s name]



	Contract number
	[Insert Contract number]

	Project name
	[Insert Project name]



Re: Notice of Suspension of Work – Clause 34.1

Under Clause 34.1 Suspension by Administrator, of the General Conditions of Contract, you are directed to suspend [delete as appropriate] the whole of the work/part of the work, namely: [Insert Location of Works] until Insert date].

Such suspension is considered necessary because [Insert Reasons].

The suspension shall remain in place until stated otherwise.


Yours sincerely



[Insert name]
Administrator
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	B/c:
	File no.
	[Enter file number]



Administrator’s Representative – [Insert name]
[Insert address line 1]
[Insert address line 2]

For your information.

Inspector – [Insert name]
[Insert address line 1]
[Insert address line 2]

For your information.

Administration Officer – [Insert name]
[Insert address line 1]
[Insert address line 2]

For your information.


[Insert name]
Administrator

[Insert date]
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