DEPARTMENT OF THE (YOUR SERVICE)
YOUR ORGANIZATION
YOUR LOCATION



										Date


MEMORANDUM FOR 

SUBJECT:  Request & Approval for Expedited Payment on Contract W9XXXX-05-XXXX

1.  The purpose of this letter is to request and receive approval for expedited payment of subject contract.  You hereby have approval from this office to expedite payment of subject contract to support mission needs.

2.  Expedited payment in the amount of $XX,XXX.00 is needed to cover obligation made for a previous phone bill in the amount of $XXX.00 and the purchase of Prepaid ABC CompanyM4 Satellite Phone Service in the amount of $XX,XXX.00 in support of this operation.  

3.  Please refer any questions regarding this requirement to the undersigned at DSN 555-5555 or send email to john.doe@us.army.mil.




							JOHN M. DOE
							Contracting Officer
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