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[bookmark: _GoBack]Date:		<Date>
To:		< Contractor >
From:	< Project Manager >
Re: 		Acceptance of Deliverable < Deliverable Name >


This letter serves as notification that your deliverable < deliverable name and number > has met our agreed upon expectations and is accepted as of < acceptance date >.

< Special instructions or next step specific to the deliverable and/or vendor go here if applicable > 

Please retain a copy of this letter for your records.  Any questions can be directed to < Person Name >, < Contract Manager or Project Manager >.

Thank you for your valued contributions to our joint success,


< Project Manager Name >


		
(Signature)

< Project Name > Project Manager




[bookmark: _Toc229474332]Sample Deliverable Rejection

Date:		<Date>
To:		< Contractor >
From:	< Project Manager >
Re: 		Rejection of Deliverable < Deliverable Name >


This letter serves as notification that your deliverable < deliverable name and number > has not met our agreed upon expectations and is rejected as of < rejection date >. You have < days/weeks/months > to rectify the defects noted below. 

< Specific reasons for rejection go here. Reference the deliverable comment form as appropriate. >

< Special instructions or next step specific to the deliverable and/or vendor go here. Describe the process to resubmit the corrected deliverable.  > 

Please retain a copy of this letter for your records.  Any questions can be directed to < Person Name >, < Contract Manager or Project Manager >.

Thank you for your valued contributions to our joint success,

< Project Manager Name >


		
(Signature)

< Project Name > Project Manager
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