Business Letterhead


{Insert Date}
Mr. Daniel P. Coyle 

MNDES Contract Administrator
105 Hazel Path Court, Unit #2

Hendersonville, TN  37075

Re:
Service Agreement (“DES Agreement”) for “{Insert building or customer name}”
Mr. Coyle:

This letter is to provide notice to Metropolitan Government of Nashville and Davidson County (“Supplier”) that the following person(s) are no longer to be used as contacts for {Insert building or customer name} (“Customer”) effective {Insert effective date}.  
Original contact person(s) {List all that apply}:

Administrative/Invoice Contact:  {Insert contact name, phone number and email address}
Administrative/Contract Contact:  {Insert contact name, phone number and email address}
Operations/Engineering Contact:  {Insert contact name, phone number and email address}
The following person(s) shall instead be used as contacts for {Insert building or customer name}:
New contact person(s) {List all that apply}:

Administrative/Invoice Contact:  {Insert contact name, phone number and email address}
Administrative/Contract Contact:  {Insert contact name, phone number and email address}
Operations/Engineering Contact:  {Insert contact name, phone number and email address}
{If the contact for invoices have changed, please include their address; if not, please delete this paragraph} Please submit DES invoices to {Insert billing address} to the attention of {Insert contact or responsible party}.
Sincerely

{Insert printed name with signature}
cc:
Attn: Tim Hestle, Plant Manager

Constellation NewEnergy, Inc.

90 Peabody St

Nashville, TN 37210

