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[Memorandum and Date]
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Date
Vendor Contact

COMPANY NAME

Street Address

City, State, Zip
Reference:
Contract Proposal No. XXXXX

Title of Contract Proposal
Dear XXXXX:

Enclosed herein is the Bid Security Bond/Check submitted with your bid.  The City has canceled the referenced contract proposal / completed the award process for the referenced contract proposal, therefore your bond/check is being returned to you.


Bond/Check No (If Any):



Date:
Month, Day, Year

Amount:
$X,XXX.00

Institution:
Name of Bank
If you have any questions, please do not hesitate to call me.
Sincerely,
Name of Purchaser

Title
Phone Number
XXX/xxx
Enclosure
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
G:/DOCS/Contract Development Forms/Contract Award/Bid Bond-Check Security Return Ltr  1-06

_964419845.doc
[image: image1.png]






