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< Agency Letterhead >
26 April 2011
insert name of person
insert firm name 
insert address
insert city state zip
RE:  insert project name
Dear insert name of person,
You are hereby notified that insert name of agency has authorized an award of a contract to you in the amount of insert written dollar amount ($insert numerical dollar amount) for the above-referenced project as enumerated here:

Base Bid (Lump Sum)
$insert dollar amount

Additive Alternate #1 if applicable
$insert dollar amount

Additive Alternate #2 if applicable
$insert dollar amount

Total contract amount
$insert dollar amount
Subject to your signing a contract within 12 calendar days of the receipt of this letter, this letter will permit you to proceed at once with plans and scheduling of work and materials so that the project can be completed in the required time.  Should you fail to execute a contract within the stipulated time the State of Maine may elect to forfeit your proposal.
You are alerted that any financial commitments made prior to the contract document being fully executed are made at your own risk and discretion.

We are enclosing four copies of the contract documents for your signature.  Please retain this letter for your files and return the signed  FORMDROPDOWN 
 and insurance certificates in their entirety to insert name of agency for further processing.  A fully executed copy of the contract will be returned to you for your files as soon as the necessary signatures have been obtained and the documents are approved by the Bureau of General Services.
As is true of every project, funding for this project is subject to legislative appropriation.  Funds for this project are budgeted under appropriation number:
insert appropriation number
Thank you for your interest in this project.

Sincerely,

insert name of agency project manager
insert title of agency project manager
Encl.

cc: insert name of Bureau of General Services project manager

insert engineer or architect name

     
