Early Warning Notice
For use by the Contractor or the Project Manager under clause 15 of the NEC4 ECC or clause 16 of the NEC3 ECC. Text in brown square brackets is for you to complete.
	Guidance. Delete this box before you issue the document.
1. Give the early warning as soon as you become aware of the matter. You do not need to know the answer, or even the full extent of the problem, to give one.
1. Issue it as a communication in its own right. An entry in the register, a line in meeting minutes or a mention in a progress report is not an early warning under the standard form.
1. An early warning is not a compensation event notification. If the matter is or becomes a compensation event, notify that separately.
1. Why it matters to the Contractor: if the Project Manager states, with the instruction to quote, that the Contractor failed to warn of something it ought to have warned of, the assessment proceeds on the footing that the warning was given on time.
1. No early warning is needed for a matter that has already been notified as a compensation event.



	Contract
	[contract title and number]

	To
	[name and organisation]

	From
	[name and organisation]

	Early warning reference
	[e.g. EWN-023]

	Date
	[dd/mm/yyyy]


1. The matter
[Describe the matter: what you have become aware of, where, and what is and is not yet known.]
2. What it could affect
☐ The total of the Prices
☐ Completion
☐ A Key Date: [state which]
☐ The performance of the works in use
☐ The Contractor's total cost
3. Possible effect
[Give your current view of the likely effect on cost, time or performance, with the range if it is uncertain.]
4. Proposals
[Set out any actions that could avoid or reduce the effect, and who would need to take them.]
5. Early warning meeting
☐ We ask for an early warning meeting. Proposed date: [dd/mm/yyyy]. Proposed attendees: [names]
☐ We propose that this is dealt with at the next scheduled meeting on [dd/mm/yyyy]
6. Register
Please enter this matter in the Early Warning Register (NEC4) or Risk Register (NEC3).

	Signed
	

	Name and position
	[name, position]

	For and on behalf of
	[Contractor]


This template is general guidance on the standard NEC3 and NEC4 forms, not legal advice. Check it against your own contract, including any Z clauses, before use. NEC is a registered trade mark of its owner; Clause 60 Limited is not affiliated with or endorsed by NEC. Template from clause60.com.
