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[bookmark: _GoBack]MEMORANDUM


TO: 		AE Firms

DATE: 	
	
RE: 		Project# Name, Project Number



Thank you for your time and commitment to present your qualifications to provide services for the above referenced project.  We have completed the interview phase and have selected [XXX] to provide A/E Services.
 
To all the firms currently working on [agency/higher education facilities projects], we value our working relationship with your firm and appreciate the work you have completed or are performing for our [agency/ higher education projects].  We look forward to continuing a successful relationship with your staff and company. 

To the firms who we have not worked with to date, we appreciate your interest in our program and encourage you to submit a proposal for consideration in the future.
 
At this time we will accommodate all requests to review the records submitted that are public, and we will also accommodate requests to meet with firms on an individual basis, please contact [Rick Savors/JC Benton and email] with your request to schedule a meeting or review records.  
 
Again, thank you for your work and interest in working with the [your agency].  
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