Contract Close-Out
(March 2017)

Use this template to notify venders when a contract is being closed out. You can provide feedback to the vendor and its employees. 

Contact the State Procurement Office at 701-328-2740 or infospo@nd.gov for assistance or to provide suggestions. 
DELETE ALL INSTRUCTIONS BEFORE PRINTING

STATE OF NORTH DAKOTA
AGENCY OR INSTITUTION NAME
ADDRESS
CITY, STATE ZIP

Date

Business Name
Contact Person
Address
City, State Zip 

[bookmark: _GoBack]Subject:  Executed Contract for Insert Contract Name (and Contract Number, if applicable)

Insert Contact Name (and Contract Number, if applicable):

This letter is confirming the closeout of contract with your firm. The deliverables were accepted on Insert Date and final payment has been processed.

This Contract will be terminated effective Insert Date.

Option: Provide feedback about the vendor’s performance 

Example:  We are very pleased with all the deliverables. The final report was thorough, yet concise.  Your Firm went beyond the minimum requirements of this contract in developing its findings and recommendations for our next steps.

Sincerely,

Insert name
Procurement Officer 
E-mail: Insert email 
Telephone: Insert number
TTY Users call: 7-1-1 


 
