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to:
 MACROBUTTON NoMacro [Click here and type name] , Contracting Officer’s Representative
from:
 MACROBUTTON NoMacro [Click here and type name] , Contract Specialist
subject:
Contract Number:   MACROBUTTON  AcceptAllChangesShown "[Click here and type contract numbert]" 
Contractor:   MACROBUTTON  AcceptAllChangesShown "[Click here and type contractor name]" 
Project Title:   MACROBUTTON  AcceptAllChangesShown "[Click here and type project title]" 
date:
5/17/2005
cc:
 MACROBUTTON NoMacro [Click here and type name] 
This office is currently in the process of physically and administratively closing out the above referenced contract.

Enclosed is a COR Closeout Checklist, and an NIH Past Performance Evaluation form.  Both of these items are required for our office to close out the contract.

You are requested to complete the enclosed document and return them to my attention within five (5) working days of receipt to:

USDA/ARS/AFM/APD/AB

ATTN:   MACROBUTTON  AcceptAllChangesInDoc "Insert Name" 
 MACROBUTTON  AcceptAllChangesInDoc "Insert Address Line 1" 
 MACROBUTTON  AcceptAllChangesInDoc "Insert Address Line 2" 
If you have any questions, please contact me at  MACROBUTTON  AcceptAllChangesInDoc "(xxx) xxx-xxxx" .
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