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Project Closeout Notification Form

This form is used to track notice of project completion/termination.  We request that clients notify Citadon at least 60 days in advance of project completion so that proper closeout procedures and resources are identified and accounted for.  In the event that customer decides to terminate the project prior to completion, Citadon requires 30 days written notice from the company requesting termination, as outlined in the Master Hosting/Subscription Agreement for CW and ProjectNet and anywhere from 30 to 90 days for ProjectNet Docs per the signed contracts. 

Please fill in the information below to request project close-out.  If requesting project history CD’s, a separate form is required. 

	PROJECT CLOSE-OUT INFORMATION 

	Citadon Information
	Project Name (as it appears in CW or ProjectNet):       

	
	Project ID #:       

	
	Account Manager:       

	Product
	       CW                 ProjectNet

	Client Information
	Company Name:               

	
	Project Manager (PNM) Name:               

	
	Phone Number:                 

	

	Closeout Information              
	Today’s Date:      

	
	Project Close Notice Required: 30  FORMCHECKBOX 
 60  FORMCHECKBOX 
 90  FORMCHECKBOX 
 Days

	
	Closeout Date (last date for billing and support):       

	
	 FORMCHECKBOX 
  Project Completed       FORMCHECKBOX 
  Project Terminated  

	

	Do you wish to request an Archive CD?  If yes, please complete an Archive Request Form.


Signature of Requestor:






Print Name:
     


(If requestor is not PNM listed above, written approval from PNM must accompany request.)

Please e-mail signed and completed form to projectrequest@citadon.com or fax to (415)882-1899.
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