EXAMPLE
Date

PM Name
Illinois State Toll Highway Authority

2700 Ogden Avenue

Downers Grove, Illinois 60515-1703


RE:
Contract Number: ______________

Company Name Job No.: ______________

Corridor Name and Job Description

CONTRACT CLOSEOUT

Dear ________________:
This letter is to confirm that we have completed the engineering services related to the Design or Construction Services Engineering for Contract No. ____________.  Invoice No. ______________, Billing Period (_______ thru _______) is considered the final invoice.  There will be no future billings under this Contract.  This should conclude our services, please close Company Name Contract No. ______________. 
If you have any questions………..
Sincerely,

Company Name
___________________________

cc:
Document Control Manager
