[image: image1.png]LOUISIANA DEPARTMENT OF
TRANSPORTATION & DEVELOPMENT



[image: image2.png]LOUISIANA DEPARTMENT OF
TRANSPORTATION & DEVELOPMENT



[image: image2.png]
[image: image1.png]

Date
Telephone Number

State Project No.: ???
Task Order No.: ???
Contract No.:  ???
Project Name: ???
Consultant: ???
Purchase Order No(s).: ???
MEMORANDUM TO:
MS. DARHLENE MAJOR



 
CONSULTANT CONTRACTS SERVICES ADMINISTRATOR

ATTN:  


CONTRACTS/GRANTS REVIEWER MANAGER 

FROM:

   
Project Manager ???

SUBJECT: 
NOTICE OF COMPLETION (Retainer Contract, Regular Contract, Task Order- Indicate only one)
Choose one of the following Project types and delete those not used:

[Engineering Contracts]
The terms of the contract to provide engineering services for the captioned project as set forth in the contract, Notice to Proceed dated Month, Day, Year between the Department of Transportation and Development and “Consultant’s name” have been fulfilled. Final invoices have been submitted for payment.  Therefore, the contract with ??? Consultant may be closed.

With this notice, we are requesting the Audit Section to perform an audit on this contract.
ALL PHASES OF SERVICES UNDER THIS CONTRACT ARE COMPLETE.

[Task Orders]

Task Order No.???-??-???? And H… for the captioned Retainer Contract, Notice to Proceed dated Month, Day, Year, between the Department of Transportation and Development and “Consultant’s name” has been completed. The final invoice has been submitted for payment. Please close out the Task Order. The Retainer Contract is to remain open.

ALL PHASES OF SERVICE UNDER THIS TASK ORDER ARE COMPLETE.
[Retainer Contracts]

All work for the ??? (type of services) for the captioned retainer contract has been completed. Final invoices have been submitted for payment.  Please close any remaining Task Orders.

With this notice, we are requesting the Audit Section to perform an audit on this contract.
ALL PHASES OF SERVICES UNDER THIS RETAINER ARE COMPLETE.

A CONSULTANT PAST PERFORMANCE REVIEW (CPPR) FINAL PERFORMANCE EVALUATION WAS SUBMITTED.
Please advise if additional information is needed.

Pc:
Prime Contract Consultant



