Below should be copy/pasted onto LPA letterhead.
Email this form to your District Program Director.
Date:


INDOT 

District Address
RE:
Request to Close an Inactive Purchase Order (PO) 
Dear INDOT:

Please close the PO listed below.  All invoices have been processed, paid, and reimbursements received for this PO.   

	Contract #
	

	Des #
	

	PO #
	

	PO Phase
	


Let me know if you have any additional questions. 

Sincerely,

LPA 
