PM:  COPY INFORMATION INTO AN EMAIL

[Bracketed items]:   CHOOSE ONE  or  FILL IN THE INFORMATION
From: 
PM
To: 
[A/E’s PM]

Copy to:  [Contracting Officer], [CI4 AIC/EIC], CI46
Subj: 
CONTRACT N62470-[xx-x-xxxx], [project number], [PROJECT TITLE], [ACTIVITY], [CITY, STATE]

[A/E PM]:
A review of the  [35%]   [100%]   [final]  documents for the referenced project has been completed and comments are located at the DrChecks website, http://65.204.17.188/projnet/, with desired corrections noted. Your next submittal should reflect these changes or reasons should be given why you feel these changes should not be incorporated.  Should you deem that any of the noted changes or corrections conflict with the terms of your contract, you should contact me before proceeding with making the required changes.  Should you have any questions concerning the DrChecks website, please contact Rick Waller at (757) 322-4235.  
Prior to sending your next submittal, review and resolve all government review comments.  Provide a written response to all comments in DrChecks and indicate the resultant action.  All comments with which you are not in agreement must be resolved through direct contact with the government reviewer.  

Your next submittal should be a [100%]   [2nd 100%]   [final]   [amendment] submittal and reflect all the requirements of a [100%]   [final]   [amendment] submittal.  If you need additional information or encounter an extended delay prior to your next submittal, please contact me.  Your next submittal should be delivered no later than [due date].
Very Respectfully,
[PM name]
IPT [name], Code [xxxx], 757-322-[xxxx]
By direction of the Commander

