


Warren Beatty
Contracting Officer
123 Your Street, Your City, ST 12345, (123) 456-7890, email@maxresumes.com[image: horizontal line]
4th September 20XX

Dear [Hiring Manager],
This letter is to introduce myself as the Contracting Officer (CO) for [Agency Name]. I am responsible for overseeing and managing the administration and execution of the contracts awarded to your company.
I wanted to take this opportunity to thank you for submitting a proposal for the [Name of Opportunity]. Your proposal was carefully evaluated for compliance with the terms and conditions of the solicitation and was found to be in the best interest of the Government. Therefore, your company’s proposal has been accepted and the contract has been awarded to your company.
I am looking forward to working with you over the course of this contract. I am confident that together, we can make this a successful partnership. I am available to answer any questions or concerns you may have throughout the duration of the contract.
Thank you for your time and consideration.
Sincerely,
Your Name[image: horizontal line]
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