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SAMPLE NOTIFICATION LETTER




DATE



NAME
COMPANY NAME
ADDRESS	Sent Via Electronic and Regular Mail
CITY, STATE ZIP	E-MAIL ADDRESS

Re:	MPA-494 ARCHITECTURAL AND ENGINEERING SERVICES

Offered Price, lump- sum fixed- fee engagement: $
Dear

This letter is to notify you that STATE AGENCY is authorized to begin contract negotiations with VENDOR NAME for the above project.

Please provide the following documentation within twenty-one (21) calendar days of this Notice (Date). 
The project cannot commence until a purchase order is issued by the State of Rhode Island, Division of Purchases. This  purchase order is your “Notice to Proceed.” Failure to provide the required information within twenty-one calendar days from the date of this communication may result in your disqualification of contract award consideration.

An agreement outlining the scope and special terms & conditions covering the work, executed by both the Agency Chief Executive and an authorized agent of your firm. Contact AGENCY CONTACT at (TEL. #) or AGENCY E-MAIL.


A completed “Minority Business Enterprise Plan.” For further information, call Dorinda Keene at
(401) 574-8253 or dorinda.keene@doa.ri.gov .


Sincerely,

AGENCY CONTACT
TITLE

cc:  MBE



 (
“Attachment C”
)
