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Date
Via U.S. Mail and E-mail
xxxxxxx@xxxxx.xxx
Company Name

Street Address

City, State, Zip

Attn:  XXXXX
Subject:
Renewal of Insurance Certificates / Notice of Intent to Extend Contract 
Reference:
Contract XXXXX - Title
Dear XXXXX:

This letter will serve as Purchasing’s Notice of Intent to Extend the award of Contract XXXXX for an additional xxxxx (xx) month term to begin XXXXX.

In connection with the extension of this contract, please provide current certificates of insurance evidencing all required insurance coverages as indicated below.  Our records indicate that this insurance coverage will expire during the month of XXXXX (or reference expired insurance dates).   (delete items that do not apply, keeping letter to one page long)
· Performance Bond

· Labor and Materials Bond

· Fidelity Bond

· Insurance, General Liability AND Additional Insured Endorsement

· Insurance, Auto. Liability AND Additional Insured Endorsement

· Insurance, Workers’ Compensation

· Insurance, Other:

Providing proof of insurance is a material condition of the extension of this contract.  If the City fails to receive the proper documents within ten (10) calendar days of your receipt of this notice, the Notice of Intent to Extend may be rescinded.

For your reference, we have enclosed a copy of Section XX of the contract describing  the coverages that are required, a sample Acord form, a sample of the Additional Insured Endorsement form, and the insurance certificates mentioned above.  Please mail your current  insurance certificates to the attention of:  XXXXX, OCA - Purchasing, 1 Dr. Carlton B. Goodlett Place, #430, San Francisco, CA  94102‑4685. If you have any questions, please call me at XXX.XXX.XXXX.

Sincerely,

Name of Purchaser

Title

XXX
Attachments
City Hall, Room 430
1 Dr. Carlton B. Goodlett Place
San Francisco CA 94102-4685
Tel. (415) 554-6743
Fax (415) 554-6717
Home Page: http://www.sfgov.org/oca/purchasing.htm
Recycled paper
Email:  purchasing@sfgov.org
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