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MEMORANDUM

TO: 

[Consultant] 
DATE: 


RE:
Project Number, Project Name (Consultant List)
Thank you for your time and commitment to present your qualifications to provide architectural/ engineering services for our program on the above project.  We have completed the evaluation process and are pleased to inform you that your firm will be awarded a contract for this Project. The current consultant list time period is July 1, 2019 - June 30, 2021.
Please send your fee proposal to [Agency Contact] at [Email] for this consultant list project by [Date]  at [Time]. 
After the fee proposal has been accepted, you will receive an email from [Agency Contact] to authorize your company to start the consultant list agreement process, for this project in [Project Number].
Congratulations, and we look forward to working with your firm.  
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