SUGGESTED LAYOUT – FORMAL LETTER
FAILURE TO ACHIEVE PERFORMANCE

SAMPLE INSPECTIONS (CAT B & C)
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Address_________________
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Contact: _________________



	
	

	
	
	

	For the attention of: 

	
	

	
	
	

	


Dear Sir/Madam,  
NEW ROADS AND STREET WORKS ACT 1991

SAMPLE INSPECTIONS - REINSTATEMENTS
FAILURE TO ACHIEVE PERFORMANCE NOTICE

I am writing to inform you that your company has failed to achieve the minimum specified pass rate (x%) for inspections carried out on your reinstatement works. 
Please find attached the inspection performance report for your company. 

The failure rate for the first quarter of (yyyy) is (x%). 
In accordance with S8.3 of the Code of Practice for Inspections you should now respond within 5 days of receipt of this notice of failure with an outline Improvement Plan (Stage 1). In the event that the required level of improvement is not achieved, as per S 8.4.4, then I will issue an Improvement Notice/Stage 2 to which you will be required to provide a further outline Improvement Plan. 

Yours faithfully,
Name & Designation of Issuing Officer. 

