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SCHEDULING NOTICE


To: 		______________________ (Chief, Contracting Office under review) 

Cc: 		______________________ (Director, AM&S) 
______________________ (Chief Compliance Officer) 

Subject: 	Procurement Management Review Scheduling Notice 

This e-mail serves as notice that a Procurement Management Review (PMR) will be held in accordance with the current schedule for __________________ (list organization to be reviewed). 

The proposed schedule for this PMR is _____ through _____.  The contracting period that will be assessed by the PMR is from _____ through _____.

The PMR will focus on the following area(s): 

(e.g., pre-award, post-award administration, closeout activities, delivery/change orders, special interest area, etc.) 

Please concur with the proposed schedule by replying to this e-mail within three (3) working days. If the proposed schedule is not acceptable, please advice via e-mail, and provide an alternative schedule (no more than a two to four week variance). 

A PMR Plan detailing the review scope, methodology, and actions/activities to be reviewed has been developed and will be briefed to you and your staff on (insert date). 

If you have any questions regarding this notice, please contact me at your earliest convenience. 

Thank you.


_______________________ (Name) 
Procurement Management Review Team Lead 
Name.name@tma.osd.mil (email)
XXX-XXX-XXXX  (phone)
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