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To:  <Supplier Contract Officer Name, Organization>

SUBJECT: Notification of Integrated Baseline Review (IBR) Findings for <Subproject Name or Contract #>.

The <Project Name> IBR Team conducted an Integrated Baseline Review (IBR) of contract <Contract #> at your facility in <Supplier Address> during <Date of IBR>. The team identified areas of concern, requests for documents and provided risk assessment as contained in attachment (1), Concern Area Reports.

Status on action Items and documentation requested should be directed to <IBR Coordinator Name> at <Phone Number & Email>. Action Items and Documentation requests should be completed by <Date>, unless other arrangements are made with <Review Team Lead Name> at <Phone Number & Email>.

Any contractual questions should be directed to <Project COTR Name> at <Phone Number & Email> and earned value management question should be directed to <Review Team Lead Name> at <Phone Number & Email>.



____________________
<PM NAME>
Project Manager
<Project Name> Project

Attachment 1:  Concern Area Reports
Cc:
Government COTR	 
Review Team Lead
Review Team Members
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