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Date
Agency name
Address

City, state zip
RE:
Request for Proposal for _____________________________________


File Number ___________________, Solicitation Number ______________

Dear ________________________________

Our office processed the above referenced RFP for your agency in ___________________ and according to our records the contract ended __________________________.  Please forward your evaluation of the contract in accordance with RS39:1593.C.(2)(f)(i), which states “After completion of performance under a contract, the using agency shall evaluate contract performance and the utility of the final product.  This evaluation shall be delivered to the director of state purchasing within one hundred twenty days after completion of performance and shall be retained in the official contract file”.

Our website contains two sample evaluation forms for your convenience (Exhibit 21A and 21B under agency center, request for proposals).  

The evaluation should be received within 10 days of this letter.  Thank you for your assistance.

Sincerely,

Name

Assistant Director of State Purchasing
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