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NOTICE OF COMPLAINT TO VENDOR
Unified Procurement Program
712 Stratton Office Building
401 S. Spring Street
Springfield, Illinois 62706
CPO.UPP@Illinois.gov
V.19.2
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This complaint is filed as a matter of record because of an apparent failure to perform in compliance with the specifications and/or terms of your Chief Procurement Officer for General Services' joint purchase master contract.  Unless otherwise instructed in the remarks section, you must contact the person indicated below within 10 calendar days to cure these deficiencies.  Please forward copies of all correspondence to the Unified Procurement Program at the letterhead address.  Failure to respond within the designated time or failure to respond to this notice, may result in cancellation of your joint purchase master contract or suspension proceedings that may affect further business with the State. 
Complainant Information
Vendor Information
Contract Information
Is work currently being performed?
Complaint Details
Poor Service/Service  Level Agreements not met
Shortage in delivery
Failure to deliver as scheduled
Items delivered do not meet specifications
Complaint filed as matter of record, no adjustment needed
Items received in poor condition
Violation of State/Federal law
Other (explain):
Provide details of complaint (Attach additional sheet(s) if necessary):
Supporting Documentation
Employee Interviews/Statements
Pictures/Video
Invoices
Other
Status of Complaint
Complaint Satisfactorily Resolved On:
No Action Taken By Vendor (Explain course of action):
Other:
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