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Letter of Intent; Form 7555-08


The Letter of Intent is to be provided to the consultant on Campus letterhead. This sample letter is provided for your adaptation and use.

 (insert date)

(insert recipient name)
(insert recipient address)

Subject:	Letter of Intent
Project No.	(insert project number)
Project Title 	(insert project name)
Contract No. 	(insert contract number)

Dear (insert recipient name),

This letter will constitute notice by the State University of New York of its intent to award your firm a design contract for the subject project. Please execute the following and return them to my attention as expeditiously as possible. 

1. Consultant Fee Proposal 
2. Certificate of Insurance,  two copies (Form 7555-09, Procedure 7555)
3. Certificates of Workers Compensation and Disability Insurance
4. Minority and Women Owned Business Enterprise (MWBE) Information
· Subconsultant Staffing List
· 7555-115 - Architecture and Engineering
· 7557-116 - Construction Management
· 7557-117- Commissioning
· The Consultant’s EEO Policy Statement (or Form 104, Procedure 7557)
5. Consultant Reporting (OSC Form A)
6. (List any additional consultant documentation not yet received)

Upon completion of fee negotiations the contract agreement will be processed by the State University of New York, and three copies will be forwarded to you for your signature. Please note, the University shall not be liable for any costs incurred prior to the release of a fully approved contract amendment or purchase order. Therefore, the University does not advise that any work be initiated prior to the release of a fully approved contract amendment or purchase order.

Available for your use at the campus is a copy of the State University Construction Fund Program Directives.  These are referenced in Article 1 of the agreement and are to be used in the design of the project. We wish you every success in the execution of the work and assure you the cooperation of this office.

Sincerely,

(insert name)
(insert title)

Enclosures
1. (list enclosures)
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