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MEMORANDUM FOR PROCUREMENT SUPPORT OFFICE

SUBJECT:  Statement of Need for CONTRACT NUMBER


1. State a short, clear and concise purpose sentence.

2. Identify the point of contact (name, phone and e-mail) at the company that that has been contacted to verify there are not any outstanding invoices and whether any future invoices will be submitted.  Certify that there are not any outstanding payments for the period which a deobligation has been requested.

3. State the total amount of the deobligation:

Address each Contract Line Item Number (CLIN) to be deobligated and the reason why.  One CLIN per subparagraph.

4. State that a Computerized Accounts Payable System (CAPS) Report is being submitted along with any other supporting documentation.

5. The point of contact information (name, phone and e-mail) of the person drafting the letter line will be the last line of the body of the correspondence




<NAME>
<RANK>, <ORG>
<Position>

Attachment:
As stated
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