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Letter of Intent; Form 7554-14


Letter of Intent

This notice of award/letter of intent is to be provided to the contractor 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 construction contract for the subject project. This notice is based on your proposal dated (insert date), and will include any addendums issued, unit prices agreed to and any alternates and allowances indicated below.

Base Bid 		$(insert total bid)	
Alternate #1		$(insert alternate, or if none delete)
Alternate #2		$(insert alternate, or if none delete)
Alternate #3		$(insert alternate, or if none delete)
Allowance 		$(insert allowance, or if none delete)	

Total Contract Value:	$(insert total bid; the sum of the base bid, and all alternates and allowances)	
	
Please execute the following and return them to my attention as expeditiously as possible. 

1. The Agreement (three originally signed copies)
2. Performance, Labor and Material Bonds with acknowledgements (Form 7554-11, Procedure 7554)
3. Certificate of Insurance,  two copies (Form 7554-12, Procedure 7554)
4. Certificate of Workers Compensation and Disability Insurance
5. Minority and Women Owned Business Enterprise (MWBE) Information
· Utilization Plan (Form 7557-107, Procedure 7557)
· The Contractor’s EEO Policy Statement (or SUNY form 7557-104, Procedure 7557) 
6. (List any additional construction documentation not yet received)

Upon completion of a review of the required documentation the contract agreement will be processed by the State University of New York. Please note, the University shall not be liable for any costs incurred prior to the release of a fully approved contract or purchase order. Therefore, the University does not advise that any work be initiated prior to the issuance of a formal Notice to Proceed by the University.

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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