18. Sample Letter Contract

Agency Letterhead

Contractor Contact Name & Address



Date

Re:  Letter Contract for [Project Name]

Dear: [Contractor Contact Name]

It is the policy of [Agency Name] to award contracts for the duration or cost of the referenced project only after the contract has been approved by [Governing Body, etc.]. However, in emergency situations, when it is necessary to award a contract before it is possible to obtain [Governing Body, etc.] approval, a letter contract with a definite expiration date and not-to-exceed price may be prepared by an [Agency Department] for approval by the [Governing Body, etc.]. An emergency exists when it is necessary to obtain goods and/or services immediately to avoid a substantial hazard to life or property or to avoid a serious interruption in the operation of an [Agency] department.

This letter contract authorizes your company to proceed with the work described in the Enclosure 1, Scope of Work.

This letter contract is valid for work performed through [Date About 3 Months in the Future].  Unless an extension is granted in writing by the [Governing Body, etc.], this letter contract shall expire no later than [Repeat Above Date]. In the event that the [Governing Body, etc.] approves completion of this contractual effort, an [Agency] contract, essentially in the format of Enclosure 2, will be used to definitize this letter contract.

The not-to-exceed price for the work to be performed to complete the entire contract, including the work performed per this letter contract and the work performed under the definitized contract, is [$___,___]. This not-to-exceed contract price may be changed, by mutual consent of both parties, when the agreement to definitize the agreement is consummated.

Should the [Governing Body, etc.] fail to definitize this letter contract, the contractor shall be paid for the actual work performed during the term of this letter contract. The price to be paid by the [Agency], should this letter contract expire on [Repeat Above Date], shall not exceed [$___,___].

Sincerely,

Signature of Agency Official

Name of Agency Official

Enclosures


Scope of Work


Agency Contract

