Contract Execution Notice Email Template

To: Vanessa Chiesa-Javor, Dave Barrett, Lesley Ketchabaw, Teresa Labelle, Kim Battisti, Liz Collin

cc: 	Consultant (External Projects)
	CGS Project Manager 	
CGS Project Designer
	Project ID email
Project Controls Coordinator (i.e.: Vanessa Chiesa-Javor, Dave Barrett)

Subject: Contract Execution Notice – Contract ENG22-xx, Title

Good Morning/Afternoon:

Note: This notice shall not be sent until the Contract Award Authorization Form (CAAF) has been fully executed (ie: signed by all required parties).

Reply requested to acknowledge receipt of this email.

Further to the Notice of Lowest Compliance Bidder, this email is to advise that the above noted Contract is ready to be executed. Please arrange to execute the attached form of Agreement and return the executed Agreement via email to the City with ten (10) business days, in accordance with the following signing instructions: 

1. If the successful Bidder(s) is a corporation, a duly authorized officer(s) of the corporation must date and sign on the Signature of the Person Signing line above the statement "I have the authority to bind the Corporation". If a corporate seal is available, please affix the seal. The successful Bidder(s) must also complete the Company Name, Name of Person Signing and Title of Person Signing lines.

1. If the successful Bidder(s) is an individual, the successful Bidder(s) must date and sign on the Signature of the Person Signing line in the presence of a witness who must sign on the Signature of Witness line. The successful Bidder(s) must also complete the Name of Person Signing and Title of Person Signing lines.

c)	If the successful Bidder(s) is a partnership, at least one partner must date and sign on the Signature of the Person Signing line confirming that he/she has the authority to bind the partnership and sign in the presence of a witness who must sign on the Signature of Witness line. The partner(s) must also complete the Company Name, Name of Person Signing and Title of Person Signing lines. 

Also attached to this email for your information and records, is a PDF copy of the Contract specifications and Contract drawings. 

Once the form of Agreement has been executed by both parties, the fully executed form of Agreement will be emailed to you along with the Award and Commence Work notice. 


Yours truly,


Email Signature 
Or Engineering Admin on behalf of Official Point of Contact


