	
	



SAMPLE MEMO TO FAA COR TERMINATING CONTRACTOR ACCOUNTS ON FAA SYSTEMS

DATE:

TO: 
FAA Contracting Officer’s Representative

FROM: 
Contracting Officer

SUBJECT: Terminating Contractors Accounts to FAA Systems under Contract DTFAXXXX-


C-XXXXX

According to contract closeout procedures, all contractor and subcontractor personnel with accounts on FAA systems, applications, and databases that are or were used in support of the subject contract, program/project, or operations must be terminated.

Please advise the system administrator(s) of the identified FAA systems, applications and databases to terminate the accounts of subject contractor and subcontractor employees, to block future access, and to provide written confirmation that the actions have been completed.

Once these above actions have been completed, please sign below and return to the undersigned as soon as possible but not more than 30 days after receipt of this memo.

Your help in expeditiously closing out this contract is greatly appreciated. If you have any questions regarding this matter, please contact the undersigned.

________________________________(Date)
Contracting Officer

COR’s Acknowledgement:
Printed Name:  _______________________________________

Signed: 
  _______________________________________
The system administrators of FAA systems, applications, and databases as listed below have

verified that accounts accessed by contractor and subcontractor personnel in support of subject

contract, program/project, or operations have been terminated.

[List systems and accounts terminated]
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