TEMPLATE — CHECK AGAINST THE EXECUTED CONTRACT BEFORE USE
Extension of time — particulars checklist
What a substantiated extension of time submission carries, organised by the four elements it has to establish. Tick nothing you cannot point to a document for.

ELEMENT 1 — THE QUALIFYING EVENT
	
	What the submission carries
	Why it is asked for

	☐
	The clause relied on, quoted from the executed contract with its form and edition
	A submission that does not name its own clause is arguing in the abstract

	☐
	The instructing document, or the record of the condition
	The primary fact. Everything downstream depends on its date

	☐
	Confirmation the event falls in the enumerated list, not a general appeal to fairness
	FIDIC 2017 Sub-Clause 8.5 has no general sweep-up; several forms do

	☐
	Whether the event gives time only or time and money, on this form
	The two lists diverge in every form, and differently in each


ELEMENT 2 — CAUSATION TO COMPLETION
	
	What the submission carries
	Why it is asked for

	☐
	The accepted baseline or last agreed programme as it stood at the event date, snapshotted
	So the "before" state cannot be argued later

	☐
	The impacted fragment, isolated to this one event
	A cumulative analysis will not satisfy a case-by-case requirement

	☐
	The critical-path comparison, before and after
	Delay to progress is not delay to completion, and the analysis must show which happened

	☐
	The analysis method named, and why the records support it
	Methodology must be driven by the factual evidence, not chosen for the answer it gives

	☐
	Every schedule logic change between updates, explained
	Unexplained logic changes draw adverse inferences

	☐
	Daily reports across the impact window, with manpower and plant on the affected activity
	A manpower drop is usually the first hard signal of when the impact began

	☐
	Dated photographs matched to the affected location
	So the visual record lines up with the schedule fragment


ELEMENT 3 — NOTICE AND PROCEDURE
	
	What the submission carries
	Why it is asked for

	☐
	The notice itself, with proof of what was sent, to whom and when
	The cheapest element to get right and the most common way entitlement is lost

	☐
	The date of awareness, evidenced — not asserted
	On most forms the window runs from awareness; under CCDC 2 – 2020 GC 6.5.4 it runs from commencement of the delay

	☐
	The correspondence chain in date order, with attachments and acknowledgements
	Acknowledgements fix when the thread last moved

	☐
	Any second-stage particulars served on their own deadline
	84 days under FIDIC 2017 Sub-Clause 20.2.4; three weeks for an NEC4 quotation under clause 62.3

	☐
	Subcontractor notices served on the same facts, cross-referenced
	A claim that ignores its own supply chain on the same event is easy to pick apart


ELEMENT 4 — EXTENT
	
	What the submission carries
	Why it is asked for

	☐
	The days claimed, added to the previously fixed completion date
	Assessment is net, not gross — Balfour Beatty v Chestermount (1993) 62 BLR 1

	☐
	Float identified, and how it was treated
	Whether float is available to you is a contract question before it is a schedule question

	☐
	Any concurrent contractor-risk delay identified and addressed head-on
	The answer varies from a full extension to none depending on governing law and form

	☐
	Prolongation priced for the period the effect was felt, not the tail of the job
	Compensation runs to the period of impact, not the overrun weeks at the end

	☐
	The prolongation claim kept separate from any variation markup on the same event
	Or the same cost is claimed twice under two headings and neither survives




This checklist is illustrative and jurisdiction-neutral. It is not legal advice, and the deadlines and clause references above are form-defaults that must be replaced with the ones in the executed contract.
