AGENCY LETTERHEAD REQUIRED


FORM X

DATE
The Honorable Letitia James
Attorney General of the State of New York

Executive Office

State Capitol Building

Albany, NY 12224

Dear Attorney General James:

Enclosed for your approval is the below referenced contract, with (number of signature pages) additional signature pages, between (campus) and (contractor):  
1. Agency:
(campus)
2. Date of letter:
(date)
3. Contractor:
(full contractor name)
4. Contract number:
(OSC contract number)
5. Document type: 
(original contract, revised contract, renewal, etc.)
6. Description/Purpose:
(brief description of contract purpose)
7. Contract amount:
($x.xx)
8. Contract term:
(start date and end date)
9. Forwarding instructions:
Please use the enclosed transmittal letter to forward to the Office of the State Comptroller.
10. Contact information:
Name:

(contact person)

Telephone:
(###-###-####)

Fax:

(###-###-####)

E-mail:

(name@address)
One of the following statements should be included:

This contract has been reviewed and approved by Campus Counsel (campus counsel’s name) who may be reached at (phone number) or (email address).

-or-

Campus Counsel review was not necessary because the contract is a pre-reviewed and cleared boilerplate format for (product, service, or other type of contract).
Thank you in advance for your consideration.
Very truly yours,
(name)
(title)

Enclosure

Copy: (name(s))
