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Contractor Letter & Release of Claims

Date 	

(Company Name)		
ATTN:		
(Address)		

Subject: (Contract No. & Project Title)	. Dear (Name) 	,
Performance of the referenced contract was completed on (Insert Completion Date) and all actions necessary to closeout the contract have been completed. To officially close this contract, please return the Contractor’s Release of Claims (form enclosed).

[If a warranty applies, add the following paragraph:]
Under the terms of the contract, a warranty is still in effect.	[Describe the warranty] . Final payment and contract closeout do not relieve you of your obligations to the government under the warranty clause.

As a reminder, your contract records must be preserved for possible access by the Comptroller General in accordance with the “Examination of Records” clause for a period of three(3) years (FAR 4.703) after receipt of final payment.

If you have any questions, please contact me by telephone at	(phone no.) or e-mail at_________________(e-mail address). 

Sincerely,

(Signature)	
(Typed or Printed Name) Contracting Officer Enclosure
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Release of Claims



Contract Number: 	
For and in consideration of payment and pursuant to the terms of the contract cited above, the government of the United States, its officers, agents, and employees are hereby released and discharged from all liabilities, demands, obligations, and claims arising under or by virtue of said contract.





Signature:		


Printed Name:		


Title:		


Company:		


Date:		
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