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To:
      




	[Velma Laws, Director
Affirmative Action

611 Walker, 20th Floor

ATTN:  Joseph Kurian



	     





From:
Date:
Subject: 

	[Assistant Director]

[AD’s Division or Branch]

[AD’s Division or Department]


	[Date]

	CLEARANCE REQUEST


The Project, described below, is currently in the process of final closeout by the [Contracting Department]. 
It is expected that this action will occur within [15] days.

We are requesting a closeout letter, concerning compliance items, and a completed Contractor Performance Evaluation (CPE).

Project Name:
[Legal Project Name]
Project Number:
[GFS/File No.]
Contract Number:
[Contract No.]
Prime Contractor:
[Contractor’s Company Name]
The Date of Substantial Completion of the Project was [Date of Substantial Completion].

Please send the clearance letter, with attached CPE, to my attention, [AD’s Address].

If you have any questions, please call me at [AD’s Telephone No.].

[Initials:initials]
c:
[Project Manager’s Name]


[Other Distribution List Members]

File
CITY OF HOUSTON





[Contracting Department]





Correspondence








Interoffice








