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This document shall normally be reviewed at 12-month intervals however, DfE reserve the right to update it at any time.
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This resource is for:
· local authorities (for community, voluntary-controlled schools, foundation schools and maintained nursery schools)
· academy trusts (for academies and free schools)
· governing bodies (for voluntary-aided schools)
· school/college leaders, staff and governing bodies in; further education colleges and designated institutions, sixth form colleges, maintained schools, academies and free schools, pupil referral units, City Technology Colleges, non-maintained special schools and maintained nursery schools
· technical professionals involved in the design, construction and maintenance of school and college premises.
Academy trusts with a religious character and the responsible bodies for voluntary-aided and voluntary controlled schools should engage with the land/site trustees for their land and buildings and the relevant religious body, most often their Diocese.
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Soft Landings Letter 1: 6 months prior to Practical Completion
This letter shall be completed and issued by the DfE to the Responsible Body at least 6 months prior to the planned date of Practical Completion to signify the start of the ‘Countdown to Handover’. The letter seeks to provide an early overview of the handover process with reference to the Soft Landings Guide, issued at the beginning of the project, and sets out several specific tasks the Responsible Body/School/College needs to consider and action (as applicable) during the Countdown to Handover.
Soft Landings Letter 2: 3 months prior to Practical Completion
This letter shall be completed and issued by the DfE to the Responsible Body at least 3 months prior to the planned date of Practical Completion. The letter seeks to provide a reminder of the specific tasks that the Responsible Body/School/College should have actioned by handover, as well as several additional tasks considered key to being ready and prepared to accept the responsibility for the operation, maintenance and management of the new facilities and the safety of its occupants.
Soft Landings Letter 3: Practical Completion
This letter shall be completed and issued by the DfE to the Responsible Body on the day of Practical Completion together with the keys/devices to the new and/or refurbished building(s) and outdoor environment, important completion documentation and any further advice/reminders. The letter confirms the construction Section is now complete and certified for occupation, except for minor snagging items that can be remedied by the Contractor without undue interference or disturbance to the School/College.
Soft Landings Letter 4: Practical Completion of planted areas due to seasonal constraints (where applicable)
This letter shall be completed and issued by the DfE to the Responsible Body where seasonal constraints prevented the planting, seeding or establishment of soft landscape such as trees and turf by the date of Practical Completion for the building(s). The letter shall be issued on the day of Practical Completion of the subsequently planted areas in a similar manner to Soft Landings Letter 3.
Soft Landings Letter 5: End of Rectification Period
This letter shall be completed and issued by the DfE to the Responsible Body on the day the Notice of Completion of Making Good is issued/dated. The letter confirms the satisfactory resolution of all defects, following a final inspection of the completed works at the end of the 12-month Rectification Period, conclusion of all post completion activities, and that the project is closed.
[bookmark: _Toc218875479]Soft Landings Letter 1: 6 months prior to Practical Completion
Dear [insert name of primary contact for Responsible Body]
[Insert School/College name]: Handover of your new building(s) and associated outdoor environment
We are delighted to notify you that the project at [insert School/College name] is progressing well and your [new and/or refurbished] building[s] and associated outdoor environment are currently scheduled for Practical Completion (i.e., handover) to [insert name of Responsible Body] on [insert Practical Completion date].
Please note, this date may be subject to change, as completion of the works is dependent on the Employer’s Representative undertaking a series of inspections on behalf of the DfE, close to the above date, to ensure all works have been carried out in accordance with the Contract.
Our current expectation is that [Section XX of] the project will be completed and formally handed over to [insert name of Responsible Body] on the date above as planned, however, should there be any change to this we will inform you as soon as is practicable [including actioning any pre-agreed contingency plans].
This letter, issued at least 6 months prior to Practical Completion, signifies the start of the ‘Countdown to Handover’ process, with a reminder that reference should be made to the Soft Landings Guide issued to you by the DfE early in the project. This is the first in a series of ‘soft landings’ letters to support your preparation for handover, including the subsequent post completion activities required by the DfE until the end of the 12-month Rectification Period, and your long-term operation, maintenance and management of the new facilities.
The DfE will manage the Countdown to Handover process and once the [new and/or refurbished] building[s] and associated outdoor environment are certified as complete, we will hand them over to you, the Responsible Body. There will be various important documents that the DfE will need to provide you with upon or within a short time after handover, for example, test certificates, prerecorded training videos and final record drawings. The DfE Project Manager will discuss these with you in due course.
There are also several activities for which the Contractor is responsible including, but not limited to, testing, commissioning and witnessing, soak testing, [the decant of legacy furniture and equipment], contractor’s clean and the training of identified [School/College] personnel, all of which will be monitored during the countdown period using their Building/Outdoor Environment Readiness and Maintenance Programmes.
To ensure that [insert School/College name] is well prepared for the day-to-day management and maintenance of the new facilities from the date of Practical Completion onwards, it is important that they have within their team, dedicated and experienced site facilities management personnel with the skills necessary to ensure a smooth transition between construction and occupation as well as realising optimal operational performance for the life of the facilities. Information, tools, training and guidance to help schools and trusts operate and maintain their facilities efficiently to reduce running and maintenance costs can be found here.
Further information on managing and making the most of the new facilities can also be found in the DfE’s Good Estate Management for Schools guidance (GEMS), which sets out the policies, processes and documents that all responsible bodies should be aware of when managing their estates. Responsible bodies should also be aware of the DfE’s School estate management standards, which set out the practices and processes required to effectively manage the school estate.
We would like to take this opportunity to draw your attention to some of the key tasks that the [Responsible Body/School/College] must action in advance of handover:
· Insurance: From the date of Practical Completion, the Contractor will cease to insure the works. It is, therefore, incumbent on the Responsible Body to organise and insure the handed over facilities from this date onwards.
· Staff induction training: It is critical that all members of staff are provided with training and information proportionate and appropriate to their role. This is to ensure all [School/College] staff can satisfy their responsibilities in the new facilities. The [Responsible Body/School/College] will be required to work with the Contractor and Employer’s Representative over the forthcoming weeks to plan and agree a programme of efficient and productive training to be carried out and completed in advance of handover.
· Building repair and maintenance: The Responsible Body will be obliged to maintain and repair (as needed) the building[s] in accordance with the 5 year Planned Maintenance Plan provided by the Contractor on handover and contained within the Operation and Maintenance (O&M) Manual. The building fabric and services within the new building[s] will have maintenance requirements that will become the responsibility of the Responsible Body upon handover. The [School/College] must ensure such maintenance protocols are completed in sufficient time and manner to prevent any voiding of warranties. The [School/College] may wish to adopt/fund the service support arrangement for the building services as outlined by the Contractor.
· Landscape and ecological maintenance and management: During the Rectification Period, the Contractor will be obliged to maintain new areas of soft landscape in accordance with BS 4428 and/or the 30 year Landscape and Ecological Maintenance and Management Plan provided by the Contractor on handover and contained within the Operation and Maintenance (O&M) Manual. The [School/College] will be obliged to maintain the hard landscape, including any play equipment. Beyond the Rectification Period, the [School/College] will take on all responsibility for the maintenance of the soft landscape (including statutory biodiversity obligations) and avoid any risk of breaching planning conditions or voiding warranties.
· Telecoms/broadband/energy providers: The [School/College] will need to ensure that all service providers are notified and appointed to ensure continuity of essential services such as telephone lines and broadband.
We will issue the second soft landings letter at least 3 months prior to Practical Completion in continued support of your preparations for handover in accordance with the DfE Soft Landings process.
Until then, thank you for your cooperation to date and I wish you every success with your preparations and eventual move into the new facilities.
Yours faithfully

Director
[Insert applicable Delivery Programme]


[bookmark: _Toc218875480]Soft Landings Letter 2: 3 months prior to Practical Completion
Dear [insert name of primary contact for Responsible Body]
[Insert School/College name]: Handover of your new building(s) and associated outdoor environment
We are delighted to confirm that [Section XX of] the project at [insert School/College name] is scheduled for Practical Completion (i.e., handover) to [insert name of Responsible Body] on [insert Practical Completion date]. As before, should there be any change to this we will inform you as soon as is practicable [including actioning any pre-agreed contingency plans].
This letter, issued at least 3 months prior to Practical Completion, is the second in a series of ‘soft landings’ letters to support your preparation for handover, the subsequent post completion activities required by the DfE until the end of the 12-month Rectification Period, and your long-term operation, maintenance and management of the new facilities. You may recall our first letter of [insert date] outlining a few initial actions.
The DfE will continue to manage the Countdown to Handover process and once the [new and/or refurbished] building[s] and associated outdoor environment are certified as complete, we will hand them over to you, the Responsible Body.
Please note, completion of the works is dependent on the Employer’s Representative undertaking a series of inspections on behalf of the DfE, close to the above date, to ensure all works have been carried out in accordance with the Contract. This includes being present to witness the testing, commissioning and soak testing of all building services including alarm systems. As this is an important part of the transition between construction and operation, we request the attendance of [insert name(s) of Responsible Body/School/College Coordinator(s)] to be present at monthly progress meetings going forward and all relevant inspections in the run up to handover.
We would like to take this opportunity to draw your attention to some of the key tasks that the [Responsible Body/School/College] must action in advance of handover (some of which were itemised in our first soft landings letter):
· Insurance: From the date of Practical Completion, the Contractor will cease to insure the works. It is, therefore, incumbent on the Responsible Body to organise and insure the handed over facilities from this date onwards.
· Staff induction training: It is critical that all members of staff are provided with training and information proportionate and appropriate to their role. This is to ensure all [School/College] staff can satisfy their responsibilities in the new facilities. The [Responsible Body/School/College] should have recently been involved in the planning and agreement of a programme of efficient and productive training to be carried out and completed in advance of handover, with dates for this training set.
· Building repair and maintenance: The Responsible Body will be obliged to maintain and repair (as needed) the building[s] in accordance with the 5 year Planned Maintenance Plan provided by the Contractor on handover and contained within the Operation and Maintenance (O&M) Manual. The building fabric and services within the new building[s] will have maintenance requirements that will become the responsibility of the Responsible Body upon handover. The [School/College] must ensure such maintenance protocols are completed in sufficient time and manner to prevent any voiding of warranties. The [School/College] may wish to adopt/fund the service support arrangement for the building services as outlined by the Contractor.
· Landscape and ecological maintenance and management: During the Rectification Period, the Contractor will be obliged to maintain new areas of soft landscape in accordance with BS 4428 and/or the 30 year Landscape and Ecological Maintenance and Management Plan provided by the Contractor on handover and contained within the Operation and Maintenance (O&M) Manual. The [School/College] will be obliged to maintain the hard landscape, including any play equipment. Beyond the Rectification Period, the [School/College] will take on all responsibility for the maintenance of the soft landscape (including statutory biodiversity obligations) and avoid any risk of breaching planning conditions or voiding warranties.
· Telecoms/broadband/energy providers: The [School/College] will need to ensure that all service providers are notified and appointed to ensure continuity of essential services such as telephone lines and broadband. Please ensure the lines of responsibility between the [School/College] and Contractor are clear and understood.
· Building/boundary security and access: From the date of Practical Completion, the Contractor will cease to be responsible for site security. It is, therefore, incumbent on the Responsible Body to organise its own security procedures and arrangements in advance of this date. All keys, swipe cards, proximity fobs etc will be labelled and handed over to a pre-agreed representative of the [School/College], who should check that they have received all keys/devices and that each is correctly labelled and functions as expected. The [School/College] should then undertake a practice run of opening the site and buildings and securing them. Community access arrangements to parts of the building/site should be included in this test where applicable. Guidance from the DfE relating specifically to security can be found here.
· Fire safety: The Regulatory Reform (Fire Safety) Order 2005 states that employers must ensure staff and pupils/students are familiar with emergency evacuation procedures. Where altered premises change the way an education setting is used or managed, the Responsible Body should review prior to occupation, and update as required, their fire risk assessment in accordance with the project specific fire strategy, designed occupancy, and fire safety management plan (a draft of which will be prepared by the Contractor) to ensure that an appropriate standard of fire safety is maintained. This may necessitate changes to previous emergency evacuation procedures and/or additional staff training. Fire drills should be undertaken as soon as possible post-handover to test procedures and identify any unexpected consequences from the new arrangements which may need to be addressed. The Responsible Body should also notify their local fire and rescue service[footnoteRef:3] of any significant layout changes to the site or to buildings. It is the responsibility of the [School/College] to ensure that all regulatory fire safety equipment including, but not limited to, fire extinguishers, fire blankets and carry down facilities such as evacuation chairs are ready for use and properly installed in the required locations. Routine inspection and maintenance of fire safety installations by the [School/College] shall follow the procedures in Annex I of BS 9999. [3:  Or the emergency services generally should the setting be located at a new site address/post code.] 

· Safeguarding: Although Building Control and the Employer’s Representative will inspect the new facilities for compliance with various statutory requirements, the [School/College] should still undertake its own assessment in relation to safeguarding for occupation and use.
We also draw your attention to the following key handover and post completion matters, which will be discussed in the forthcoming progress meetings:
· Operation and Maintenance (O&M) Manual: The O&M Manual’s purpose is to provide a single source enabling the user of the manual to obtain essential information about the new building[s] and outdoor environment including materials and finishes, building services, and wider site infrastructure. It will be provided in electronic and hard copy formats and will include all final record drawings. When handed over to the [School/College] the manual must be signed for and stored in a central location for easy retrieval and use by the site facilities management team as part of the day-to-day operation and maintenance of the facilities.
· Health and Safety File: It is a regulatory requirement for the Contractor to provide the [School/College] with a Health and Safety File upon handover of the new facilities, which will be contained in the O&M Manual. The file is a repository for project specific health and safety information and serves as a legal record, benefiting both responsible bodies and end users from initial construction through to use, cleaning and maintenance, and ultimately alteration, refurbishment and demolition, including any residual risks.
· Building Log Book: The Contractor will provide the [School/College] with a Building Log Book, which will also be contained in the O&M Manual. The Building Log Book covers how a building is intended to work and how it should be serviced and maintained. It also provides a means to record and track energy use and the maintenance of services within the building(s).
· Building User Guide: The Contractor will provide the [School/College] with a Building User Guide, a separate document to the rest of the information contained in the O&M Manual. The Building User Guide shall be suitable for the [School/College] to use on a day-to-day basis and include comprehensive quick reference sections for all the building elements and systems that can be controlled or adjusted by the usual occupant of a room and written in easily understandable and non-technical language.
· Post-handover aftercare: The Contractor’s chosen Soft Landings representative, [insert name] will be present on site and available to the [School/College] one day a week for a period of six weeks after Practical Completion as support for the [School/College] and to enable issues to be addressed as soon as they arise. The [School/College] will need to provide a suitable base for this period. Monthly aftercare meetings will be held at the new facilities throughout the Rectification Period and may be increased in frequency should the quantum and severity of aftercare issues warrant enhanced communication and oversight.
· Resolution of defects: Post-handover and throughout the Rectification Period the defects resolution process will operate as follows:
· Snagging Reports will be prepared by the Employer’s Representative and remedial works managed to minimise/eliminate snagging items at Practical Completion.
· Any residual snagging items at Practical Completion will be deemed minor issues that the Contractor will be obliged to rectify promptly but are not considered significant enough to prevent the safe occupation of the new facilities by the [School/College].
· The Contractor shall ensure the [School/College] are in receipt of all key contact details, including out of hours/emergency telephone numbers, and are aware of the procedures for the reporting of defective items or ‘defects’. This is important as whilst the DfE and their representatives will make periodic visits during the first 12 months of occupation, the [School/College] will be the only party aware of defects as and when they become apparent.
· When the Contractor is notified of a potential defect, the DfE and their representatives should have simultaneous notification, especially if there are health and safety consequences.
· All agreed defects, which shall be remedied by the Contractor in accordance with the Contract, will be monitored via a Contractor produced and updated Defects Register.
· The Defects Register will be reviewed at the monthly aftercare meetings during the Rectification Period, with the DfE and their representatives agreeing the status of each defect until remedied.
· It is a prerequisite that all defects are remedied in full, including those identified in a final inspection at the end of the 12-month Rectification Period, prior to the issue of the Notice of Completion of Making Good or any other notice or certification of completion of making good as the Contract requires.
· Once the final Notice of Completion of Making Good is issued, the Final Account will be agreed, and the Contract closed.
· [Sectional completion: It is important to note that the Contract formally splits the works into distinct phases, or ‘sections’, with each section having separate completion certificates and rectification periods. The process set out above will apply to each section therefore, particular care will need to be taken in reporting defects in a timely manner.]
· Project Close: Once the Contract is closed, it will become the sole responsibility of the Responsible Body to ensure that the Contractor rectifies any ‘latent’ defects that arise in the remaining 11 years of the liability period under the Contract. From this point, the DfE will have no further role in managing the Contract or enforcing its terms against the Contractor. The Responsible Body will have the benefit of a legal remedy to enforce the rectification of defects via the package of collateral warranties provided by the Contractor, its design professionals and sub-contractors. The full package of collateral warranties should be signed by all parties and must be provided to the Responsible Body by the date of Practical Completion.
We will issue the third soft landings letter at Practical Completion in accordance with the DfE Soft Landings process.
Your DfE Project Director/Project Manager will continue to update you on the progress of the project over the coming weeks as it nears completion.
We hope that your experience of working with the DfE has been a good one and we look forward to welcoming your feedback at the next Lessons Learned workshop in order to continue to improve the quality of our service.
Yours faithfully

Director
[Insert applicable Delivery Programme]


[bookmark: _Toc218875481]Soft Landings Letter 3: Practical Completion
Dear [insert name of primary contact for Responsible Body]
[Insert School/College name]: Handover of your new building(s) and associated outdoor environment
We are delighted to confirm that [Section XX of] the project at [insert School/College name] is now complete and that your [new and/or refurbished] building[s] and associated outdoor environment have been certified for occupation. The date of Practical Completion is today, [insert Practical Completion date].
This letter, issued on the day of Practical Completion, is the third in a series of ‘soft landings’ letters and accompanies the keys and a range of important documentation required for your ongoing operation, maintenance and management of the new facilities.
As per our previous letters dated [insert dates], [insert name of Responsible Body] [is/are] now responsible for the ongoing security and insurance of these new facilities.
We would like to take this opportunity to highlight the various tasks and activities expected to take place over the 12-month Rectification Period (some of which were itemised in our second soft landings letter):
· Building repair and maintenance: The Responsible Body is now obliged to maintain and repair (as needed) the building[s] in accordance with the 5 year Planned Maintenance Plan contained within the Operation and Maintenance (O&M) Manual. The building fabric and services within the new building[s] have maintenance requirements that are now the responsibility of the Responsible Body. The [School/College] must ensure such maintenance protocols are completed in sufficient time and manner to prevent any voiding of warranties. The [School/College] may wish to adopt/fund the service support arrangement for the building services as outlined by the Contractor.
· Landscape and ecological maintenance and management: During the Rectification Period, the Contractor is obliged to maintain new areas of soft landscape in accordance with BS 4428 and/or the 30 year Landscape and Ecological Maintenance and Management Plan contained within the Operation and Maintenance (O&M) Manual. All access arrangements will need to be agreed between the Contractor and the [School/College]. The [School/College] are now responsible for the maintenance of the hard landscape, including any play equipment, and will take on the responsibility for the maintenance of the soft landscape (including statutory biodiversity obligations) at the end of the Rectification Period.
· Post-handover aftercare: The Contractor’s chosen Soft Landings representative, [insert name], will now be present on site and available to the [School/College] one day a week for a period of six weeks as support and to enable issues to be addressed as soon as they arise. Monthly aftercare meetings will be held as scheduled throughout the Rectification Period and may be increased in frequency should the quantum and severity of aftercare issues warrant enhanced communication and oversight.
· Resolution of defects: Throughout the Rectification Period the defects resolution process will operate as follows:
· The Contractor shall attend to any residual snagging items recorded at Practical Completion in accordance with the Contract by fully coordinating all access arrangements with the [School/College].
· The Contractor shall ensure the [School/College] are in receipt of all key contact details, including out of hours/emergency telephone numbers, and are aware of the procedures for the reporting of defective items or ‘defects’. This is important as whilst the DfE and their representatives will make periodic visits during the first 12 months of occupation, the [School/College] will be the only party aware of defects as and when they become apparent.
· When the Contractor is notified of a potential defect, the DfE and their representatives should have simultaneous notification, especially if there are health and safety consequences.
· All agreed defects and resulting remedial works, which shall be addressed by the Contractor in accordance with the Contract, will be monitored via a Contractor produced and updated Defects Register.
· The Defects Register will be reviewed at the monthly aftercare meetings, with the DfE and their representatives agreeing the status of each defect until remedied.
· It is a prerequisite that all defects are remedied in full, including those identified in a final inspection at the end of the Rectification Period, prior to the issue of the Notice of Completion of Making Good or any other notice or certification of completion of making good as the Contract requires.
· Once the final Notice of Completion of Making Good is issued, the Final Account will be agreed, and the Contract closed.
· [Sectional completion: It is important to note that the Contract formally splits the works into distinct phases, or ‘sections’, with each section having separate completion certificates and rectification periods. The process set out above will apply to each section therefore, particular care will need to be taken in reporting defects in a timely manner.]
· Building Performance Evaluation (BPE): The Contractor is required to complete the DfE’s Building Performance Evaluation (BPE) process during the first 15 months post Practical Completion. This includes preparing monthly reports on energy, water consumption, CO2 levels and air temperature together with two building performance reviews to ensure the building[s] meets the DfE’s Employer’s Requirements. Whilst most of this data will likely be retrieved via remote means, the [School/College] will need provide access to the Contractor with at least 1 weeks’ prior notice to carry out certain post completion activities including seasonal commissioning adjustments of key building services systems.
· Post Occupancy Evaluation (POE): A representative of the DfE will carry out a Post Occupancy Evaluation (POE) of the completed project towards the end of the Rectification Period. The POE process will involve a site visit and discussion with [School/College] staff, site facilities management and senior leadership team to understand what has worked well and what issues remain to be resolved before the end of the Rectification Period.
· Final Lessons Learned Workshop: Following the lessons learned workshops held earlier in the project, the Employer’s Representative will arrange, chair and manage the last lessons learned workshop at the end of the Rectification Period with the [School/College], Contractor and their delivery team. The Employer’s Representative will capture all outcomes and recommendations including, but not limited to, the Contractor’s aftercare service, defects and their resolution, end user training, Building Performance Evaluation, and Post Occupancy Evaluation in the Lessons Learned Register.
· Project Close: Once the above activities have been satisfactorily completed and the Contract is closed, it will become the sole responsibility of the Responsible Body to ensure that the Contractor rectifies any ‘latent’ defects that arise in the remaining 11 years of the liability period under the Contract. From this point, the DfE will have no further role in managing the Contract or enforcing its terms against the Contractor. The Responsible Body will have the benefit of a legal remedy to enforce the rectification of defects via the package of collateral warranties provided by the Contractor, its design professionals and sub-contractors. The full package of collateral warranties, signed by all parties, were sent to you on [insert date].
We will issue the fourth [and final] soft landings letter [at the end of the Rectification Period] in accordance with the DfE Soft Landings process.
Thank you for your cooperation to date and I wish you every success in your new facilities.
Yours faithfully

Director
[Insert applicable Delivery Programme]


[bookmark: _Toc218875482]Soft Landings Letter 4: Practical Completion of planted areas due to seasonal constraints (where applicable)
Dear [insert name of primary contact for Responsible Body]
[Insert School/College name]: Handover of the planted areas in your new outdoor environment
We are delighted to confirm that the planted areas for the project at [insert School/College name] are now complete. The date of Practical Completion is today, [insert Practical Completion date].
This letter, issued on the day of Practical Completion, is the fourth in a series of ‘soft landings’ letters and accompanies important documentation.
As per our previous letters dated [insert dates], [insert name of Responsible Body] [is/are] now responsible for the ongoing security and insurance of these new landscape facilities.
[You are advised that the following specific conditions and restrictions will remain in place for the durations outlined below:
· All seeded/turf grass areas shall be protected with temporary fencing for a minimum of 6 months following Practical Completion
· All herbaceous perennial plants shall be protected with temporary fencing for a minimum of 12 months following Practical Completion
Note: Subject to the provision of adequate protection, the Contractor shall not be responsible for damage arising from unauthorised access by School/College staff and/or pupils/students and/or acts of vandalism to these protected areas
· During the Rectification Period, the Contractor is obliged to maintain new areas of soft landscape in accordance with BS 4428 and/or the 30 year Landscape and Ecological Maintenance and Management Plan contained within the Operation and Maintenance (O&M) Manual. All access arrangements will need to be agreed between the Contractor and the School/College. The School/College will take on the responsibility for the maintenance of the soft landscape (including statutory biodiversity obligations) at the end of the Rectification Period
· The inspection that will confirm whether the new grass sports pitch(es) are ready for use has been scheduled for [insert date]
We will issue the fifth and final soft landings letter at the end of the Rectification Period in accordance with the DfE Soft Landings process.
Thank you for your cooperation to date and I wish you every success with your new facilities.
Yours faithfully

Director
[Insert applicable Delivery Programme]


[bookmark: _Toc218875483]Soft Landings Letter 5: End of Rectification Period
Dear [insert name of primary contact for Responsible Body]
[Insert School/College name]: Your new building(s) and associated outdoor environment
We are delighted to inform you that the Notice of Completion of Making Good in respect of [Section XX of/the final Section of] the project at [insert School/College name] was issued today [insert date of Notice of Completion of Making Good], drawing the project to a close.
This means the 12-month Rectification Period has concluded and that various contractual obligations, including the resolution of all defects and all post completion activities, have been completed to the satisfaction of the Employer.
‘Latent’ defects occurring during the remaining 11 years of the liability period under the Contract are covered by the collateral warranties and (where applicable) product warranties that the Contractor has provided. Any latent defects that occur in this period, not those resulting from wear and tear or maintenance requirements, should be reported directly to the Contractor or relevant design professional or sub-contractor. As the DfE and their representatives are not involved in the latent defect process, all liaison on such matters shall be the responsibility of the [Responsible Body] and any potential claim should be made directly to the relevant third party in accordance with the terms of the collateral or product warranty.
Once again, we hope that your experience of working with the DfE has been a good one and that you are enjoying the benefits provided by the new facilities.
Yours faithfully

Director
[Insert applicable Delivery Programme]
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