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Natural Resources Conservation Service, 100 USDA, Suite 206, Stillwater, OK  74074-2655
405.742.1204

_________________________________________________________________________________________________________


Date: _



Contractor POC:  _



Contractor Name:  _



Street Address:  _


.
City, State, Zip:  _



Dear _



,
We are requesting information regarding work you are providing or have performed under the referenced USDA, Natural Resources Conservation Service contract/purchase order.  The information we need includes worked performed and details of the work completed but for which there is no invoice.  The data you provide plays an integral role in maintaining accurate and complete Government financial statements.  

Please provide the following information on your letterhead to the designated Contracting Officer Representative identified in your contract no later than
<<enter date>>
.  For a timely submission, we request you respond with either e-mail or fax using the addresses below.
Under contract number _


, at the close of the quarter ending <<enter last day of quarter>>
 the firm _<<enter company name>>
 anticipates incurring the following total cumulative value of work on the project:  $_


__.

Of this amount, $_


 has been invoiced and $_


 has not been invoiced.”

Note:  the cumulative value of work on the project includes the total of all payments previously paid, payments that are pending, and work performed but not yet invoiced.

Thank you for your cooperation.  Your timely information makes us better financial managers of taxpayers’ money.  If you have any questions, or need additional information, please contact the undersigned.

Sincerely,

<<Program Manager>>
Email:  _



Fax:  
_
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