
Urgent Contingency Protocol 

Date: [Insert Date] 

To: [Subcontractor Name] 

From: [Your Company Name] 

Subject: Urgent Contingency Protocol Activation 

Dear [Subcontractor Name], 

This letter serves as a formal notification regarding the activation of the Urgent Contingency 

Protocol due to [specific reason for contingency, e.g., unforeseen circumstances, delays, etc.]. It 

is imperative that we address this situation promptly to minimize impacts on the project timeline. 

As per our agreement, the following steps are required: 

1. [Step 1: Action Required] 

2. [Step 2: Action Required] 

3. [Step 3: Action Required] 

Please provide a status update by [Insert Deadline] regarding your actions and any assistance you 

might need from our end. 

Should you have any questions or require further clarification, do not hesitate to reach out to me 

directly at [Your Contact Information]. 

Thank you for your immediate attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


