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SAMPLE NOTIFICATION OF POSTAWARD CONFERENCE
Mr./Ms. __________________
Ajax Corporation
3 Camptown Drive
San Diego, CA  92108

SUBJECT:  Contract (insert number)

Dear __________________:

	You are hereby notified the postaward conference for the subject contract is scheduled for (insert date).  The Department of Veterans Affairs (VA) will hold this postaward conference in accordance with the provision of the basic contract.

	The conference will be held at (insert time) at the following location:
	Department of Veterans Affairs
	Room #_______
	(Insert Complete Street Address)
	(Insert City, State, and Zip Code)

Enclosure (1) is the final agenda.

	Should you have questions concerning this correspondence, please contact Mr./Ms. (	Insert First and Last Name	), Contract Specialist or Contracting Officer for the contract.  Mr./Ms. (	Insert Last Name	) may be reached at (XXX) XXX-XXXX.

	Sincerely,

	(Insert Name)
	Contracting Officer

Enclosure

