CONTRACT RENEWAL/EXTENSION REQUEST
(March 2017)
Contracts commonly contain renewal and extension provisions. Most contracts indicate how much advance notice you will provide the contractor.

Approximately 90 days prior to the expiration of your contract, determine if you will offer a contract renewal/extension.  

If applicable, a sales volume report should also be requested at this time (see Contract Sales Volume Report Request).

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:  Contract Request for Renewal or Extension

Dear Insert Name:

Your firm has contract insert contract number and title with the state of North Dakota.  The contract will expire on Insert current expiration date.

The contract contained an option to renew or extend the contract for up to insert number of months or years.  We are pleased to offer a renewal or extension for insert number of months or years. 

If your firm agrees to a contract renewal or extension, please contact me by insert date. 

OPTION (DELETE IF NOT USED)
Insert section number and title of the contract allowed price adjustments.  If your company seeks a price increase, you must notify the procurement officer immediately.  Your price adjustment request must include insert details. 

All other terms and conditions of the original contract will remain in effect unless otherwise indicated by your organization and mutually agreed upon in writing as an amendment to the contract.

OPTION
The Contract required annual sales report. Insert description of what information the contractor must provide and a deadline. 

If you have any questions regarding this request, please feel free to contact me.  

Sincerely,

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


