Insert name of local government, address, and logo here


insert date
insert address
RE:
Preliminary Engineering for insert name of project

Federal Aid Project No: insert federal aid project number

ADOT TRACS No.: insert ADOT TRACS number

Invoice No.: insert local government invoice number
Dear:      :

The insert local government was granted authorization from the FHWA for the obligation of federal aid funds in the amount of $      on insert date for the above referenced project.

On insert date, the insert local government awarded a contract to insert name of firm in the amount of $      to prepare a preliminary engineering design (up to 30%) of the project, which has been paid.  Enclosed for your review is a copy of billing number       for reimbursement of the federal share.  The current federal aid reimbursement ratio is 94.3%.  As a result, the insert local government is requesting federal aid reimbursement of $      ($      X 94.3% = $     ).

Please remit a check payable to the insert local government in the amount of $     .  Please reference the invoice number insert local government invoice number from the attached invoice on your check for proper handling, and send the check to the insert local government , insert mailing address of local government.

If you have any questions, please contact me at insert phone number.

Sincerely,

insert contact person 
C: insert as required
Enclosures

