To
Mr. Hayden Shrader
CEO Shrader and Co.
From
Ms. Skylar Moon
Project Manager
Shrader and Co.
Dated 13th Sept 20XX
Subject: Explanation letter for non-compliance of [X]
Dear sir,
I am writing to inform you that the construction task given to us on 1st August 20XX could not be successfully completed after 45 days as promised. Due to some unforeseen circumstances, the work got delayed and we now request an extension of the contract till the end of September 20XX to complete the task successfully.
I would like to mention that the time of 45 days was proposed keeping in mind a team of 5 employees and 10 work hours per day. However, due to the severe illness of one of the employees and an occupational injury of another, we were short on staff. The work got delayed as there were fewer hands on the job. No other trained personnel were available immediately to replace those employees. Moreover, an important machine on the construction site was damaged due to a hailstorm on two occasions. The shaft of the machine was destroyed which took a lot of time to fix. This led to much of our funds being used up on the repair and we were left with a sum that was not sufficient to buy the supplies needed.
We apologize for the delay caused but we assure you that we are back on track and will finish the task within the next two weeks. We request you to please send some more funds, details of which are attached therein.
Thank you for your time and consideration.
Regards
Skylar Moon
Signature.
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