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SAN JOSE Department of Public Works

CAPITAL OF SILICON VALLEY





NOTICE TO PROCEED DATE:  Month .Day, Year

FIRST CHARGEABLE WORKING DAY:  Month. Day, Year
Company Name

Attn:  Name
Street Address

City, State Zip
Dear Mr./Mrs.:

SUBJECT:  PROJECT NAME PROJECT (#)
You are hereby authorized to begin work on the above project as of the above notice to proceed date.

As specified in the contract, (#) working days have been allocated for the completion of the work on the Base Bid.  The first working day charged with be Month Day, Year, and the date of completion will be Month Day, Year.  As specified in the contract, the contractor shall pay the City of San José liquidated damages of ($) per day for each and every day’s delay in finishing the work in excess of the number of days prescribed above.

A weekly statement of working days will be forwarded to your office to officially document the  contract time.

The Department of Public Works contact person for your project is Name.  He/she may be reached at (408) phone #.  All future correspondence regarding this project should be addressed to him/her and should also include the project number, project #.
Sincerely,

XXXX XXXX

Division Manager

XXXXX Division

Initials

(File name)

c:
Project Manager:


Chief Inspector:  


Inspector:  


DPW Administration: Betty Tsuchimoto


City Clerk’s Office:  Leona Bishop
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