[Your company letterhead]
To: [Head contractor / builder legal name]
Attention: [Contract administrator / superintendent, as the clause requires]
Address / email: [Service address or email nominated in the subcontract]
Date: [date served]
Project: [project name and site address]
Subcontract: [subcontract number / trade package]

NOTICE OF DELAY
We give notice under clause [clause number] of the subcontract that the works are being delayed / are likely to be delayed by the following event.
Delay event: [what happened, in one or two sentences]
Date the event arose: [date]
Date we became aware of it: [date]
Cause (if known): [cause, and the party responsible if known]
Activities affected: [the parts of the works affected]
Estimated delay: [X business days / to be advised] — estimate only, to be confirmed as the effect of the event becomes clear
Mitigation: [the steps being taken to limit the delay]

We reserve our rights to claim an extension of time and, where the subcontract provides for them, delay costs arising from this event, and will provide further particulars as they become available.
Signed for and on behalf of [subcontractor legal name]
Name / position: [name, position]
Signature: 

Template notes — delete before sending. Your subcontract's clause always wins: check the clause number, what the initial notice must contain, who it must be served on, by what method, and the window (and how the contract counts it) before sending. Some contracts require detailed particulars within a further period after this notice — diarise that second deadline now. This template is general information from subsync.com.au, not legal advice.
