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c/o Enter your agency
enter your mailing address
Enter city, state and zip
January 2, 2003
vendor name & complete address if mailing
Dear vendor contact:

The blanket agreement for description of goods/service, Reference V.A.L.U.E. Bid No.enter bid number, is scheduled to expire on expiration date.  The terms and conditions of the agreement allow for a one-year extension with all pricing, terms and conditions remaining the same.

The purpose of this letter is to determine whether or not your firm is willing to extend this agreement through for an additional one-year period.  Again, the agreement may only be extended at the same prices.

As time is of the essence, please return this form via fax to enter fax number no later than the close of business on return date for letter, indicating whether you will extend the agreement.  

Thank you for your prompt attention to this matter.  Should you have any questions or require additional information, contact me at enter your phone number.

Sincerely,

enter buyer
enter title
=======================================================================

______ This agreement can be extended for an additional one year with 
all terms and conditions remaining the same.

______ We do not wish to extend this agreement.

NAME (Print):  _______________________________________________________________

SIGNATURE:     ______________________________________________________________

TITLE:  ______________________________  PHONE #: _____________________________

FAX: _________________________________ E-MAIL: _______________________________

