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Date HERE

Contractor Name HERE

Address Line 1

Address Line 2

City/Town, IN XXXXX

Re:  
Contract # HERE


Final IC-642 Form Signature – 30 Day Review Period Expired
Ladies and Gentlemen:

This correspondence is being sent to inform you that the 30 day review period for the IC-642 expired on DATE HERE.  The IC-642 final quantities were sent to you for signature on DATE HERE.  The district has not received from your company either the signed IC-642 or detailed documentation of any issue or valid reason why the IC-642 has not been returned.  The district will now proceed to process the final paper work for the above referenced contract in order to close out the contract and make final payment as warranted.
Sincerely,

Name HERE

District Final Review Officer
cc: 
file

Central Office Final Review
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