
Print on current BOR letterhead

Date 
Ms. Amy L. Vincent

Chief Procurement Officer
1201 N. Third Street, Suite 2-160
Baton Rouge, Louisiana 70802

Re: Justification for late submittal of contract #: ____________

Dear Ms. Vincent:

The above-referenced contract between the Louisiana Board of Regents and Contractor’s Name is being submitted late to your office due to (cite reason(s):  ex.  delays in obtaining contracting parties’ signatures, required contractual documentation, and/or budgetary supporting documentation, etc.)  For these reasons, this contract is reaching your office more than 60 days after its start date. 

Your approval of this contract is appreciated.  If any additional information is necessary, please call (enter phone number). 

Sincerely,

Division Head Name

Division Head Title
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