
Date

Contact

Address

Subject:  Project Name Limited Services Task Order ###
Dear __:

The above Limited Services Contract has been approved.  The total amount available is $xxxxx and the duration of the contract is ######.   The contact for this contract is project manager.  Once a need is identified, project manager will contact you to develop a detailed scope of work and cost estimate. 

The total amount agreed upon for this Task Order is $xxxx.  If you have any questions, please contact project manager at phone # or email.

Sincerely,

Project Manager Name

