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EXECUTED CONTRACT MEMORANDUM

To:	Entity						Date: 					
	Project Director
[bookmark: _GoBack]	Engineering Manager
	Construction Manager
	Contracts Management Department Director
	Project Controls Manager
	Quality Assurance Manager
	Health, Security, Safety and Environmental Manager 
	Contract Number
	[Insert Contract Number

	Contract Title
	[Insert Contract Title]

	Contractor
	[Insert name of successful Tenderer]



This is to inform you that the subject Contract Document has been fully executed and that a Notice to Proceed was issued to the Contractor on this date. 

An original of the Contract Document has already been provided to the Contractor and Document Control has been instructed to issue to your respective departments or to you personally, a copy of the Notice to Proceed and the Conformed Executed Contract. 

Please be reminded that the Contractor is required to submit the following documents prior to mobilization to the Jobsite:
•	Performance Guarantee
•	Insurance Certificates
Moreover, the Jobsite Rules previously issued to the Tenderers must be updated by Construction if required, and issued to the Contractor.
We look forward to the successful execution of the Works with your full participation and support.	

Yours faithfully,			
Contracts Management Department Manager:
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