[bookmark: _Hlk243301151]Note: This letter should be on using agency letter head.
[Enter Date of Letter] 
Amy L. Vincent 
Chief Procurement Officer
Office of State Procurement 
1201 N. Third Steet Suite 2-160
Baton Rouge, LA 70802
RE: Justification for late contract submittal
Dear Ms. Vincent:
The above-referenced contract with [Name of Contractor] for the purpose of providing [describe services] was submitted late due to [state reason(s)].
[bookmark: _Hlk243301179]Your approval of this Contract is appreciated. If any additional information is necessary, please call [enter contact name and phone number].
Sincerely,
[bookmark: _Hlk243301034][Preparer’s Signature]
[Name of Preparer] 
[Title]

