17.
Sample Show Cause Letter

Agency Letterhead

Contractor Name & Address




Date

Re:  Show Cause Notice for [Project Name]

Dear: [Contractor Contact Name]

Agency Contract Number was awarded to [Contractor Name] for [Project Name]. The contract was awarded in response to RFP [Number]. Your proposal indicated project completion in ninety days following contract award. The contract was awarded on [Date] and there has been no apparent progress on this project despite the fact that over ninety days have elapsed since the contract was awarded. Repeated telephone calls to your project manager and follow up letter on [Date] and [Date] have failed to result in any improvement in your company’s performance on this project.

In light of your company’s failure to show any progress on this project, [Agency] considers this lack of progress to be a material breach of contract.  It is the intention of [Agency] to terminate this contract for default and award a replacement contract to another company. If you do not respond to this letter by [Date] to SHOW CAUSE why this contract should not be terminated, contract [Number] will be terminated for default on [Date]. If you do respond to this letter on time, [Agency] will make a determination, based on the justification in our response, to continue or terminate this contract.

A termination for default may be a consideration in the decision to remove a particular contractor from solicitation lists for future projects.

Sincerely,

[Agency]

Signature

Typed Name

Title
