Document Title


26 June 2026
​​Full name​  
​​Company name​  
Email: ​email address​



Dear [Mr or Mrs builder's name or company name]
RE: Formal Notice of Defects
Property Address: Enter address here
Property Owners: Enter names here
Notice of Cover Number: Enter cover number here
Building Permit Number: Enter permit number here
Contract date, if known: Enter date here

I am / We are writing to formally notify you of defects and/or incomplete work at my/our property at [your property address].
I / We have previously raised these issues with you on [date of your previous contact], by text / phone / email, but they have not been resolved.
The defects and issues identified are:

	ITEM
	LOCATION IN HOUSE 
	DESCRIPTION 

	Example
	Garage – external 
	Cracking to the render on the north facing wall

	
	
	Describe defect or problem 2

	
	
	Add more as needed

	
	
	


Please be as specific as you can
Under the Building Act 1993 (Vic) (Act) and the Domestic Building Contracts Act 1995, you must ensure that your building works comply with all relevant building codes and standards and are performed in a proper and workmanlike manner. 
I am / We are writing this letter as a formal attempt to resolve this matter directly with you, as required before the Building and Plumbing Commission (BPC) can consider taking further action.
I am / We are asking you to:
1. Confirm in writing that you have received this notice.
2. Within a reasonable time, provide a written schedule of the repair works you will carry out, including proposed dates.
3. Complete all repairs to the required standard by [your requested completion date, or ‘a date to be agreed’].
If I / we do not receive a satisfactory response within a reasonable time, I / we may ask BPC to consider issuing a Rectification Order under Part 5A of the Act and/or make a claim for assistance under the Statutory Insurance Scheme under Part 9A of the Act.
Please contact me / us within the next 7/14 days so that we can arrange a suitable time for you to attend the property and assess the defects / issues. 

My/Our contact details are as follows:
Person 1: mobile number: Enter here
Person 2: mobile number: Enter here
Email address: Enter here


Yours sincerely,

[Your full name]
[Your address]
[Your phone number]
[Your email address]
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