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	DEPARTMENT OF THE AIR FORCE
HQ WARNER ROBINS AIR LOGISTICS CENTER (AFMC)

ROBINS AIR FORCE BASE GEORGIA 



MEMORANDUM FOR   COMPANY’S NAME  







                  ATTENTION:   POC, TITLE IF KNOWN
                                          ADDRESS


                  CITY STATE  ZIP

FROM:  WR-ALC/


   Street Address


   Robins AFB GA  31098- xxxx

SUBJECT:  Contract Number and Order Number if Applicable 

1.  We have contracted with you to supply the items listed on the attached list.  The contract requires timely delivery of the assets.  To date, you have failed to meet the required schedule and your performance is unacceptable.  We expect you to develop a corrective action plan to ensure that future deliveries are made on time. 

2.  A strong, responsive vendor base is required to support the operations of our warfighters.  Our goal is to provide parts and services to our customers in a manner that meets their needs.  Company’s Name is an important part of that base but your performance must improve!  The delinquent deliveries by your firm are not only seriously impacting our Air Force Mission support, but they are negatively affecting your company’s opportunity to do future business with the government.  

3.  We now use the Red/Yellow/Green (RYG) Classification System, a web based application, to closely track delinquent deliveries, assign a classification, and assess a company’s risk factor before the Contracting Officer makes an award decision.  When a company is left delinquent, their degree of risk is determined to be “red.”  When a red classification is added to an offeror’s price, a technical evaluation adjustment (TEA) is made and the TEA may displace the low offeror in favor of a company with a better performance history.  The last three years of data are used to determine the classifications.  Therefore,  it is imperative for companies to deliver assets and services in accordance with the contract schedule. 

4.  I would appreciate your personal attention to ensure Company’s Name resolves these delivery schedule concerns.  My directorate and the Air Force need your support to achieve our goals, as well as our mission.  My POC, Name, WR-ALC/L_K_, Phone No,  is ready to assist you in this endeavor.








SIGNATURE BLOCK (Leave Blank)

Attachment:

Listing of Delinquent Items                    
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