INSERT REGION LETTERHEAD


DATE:
January 3, 2011
TO:
Brenda Marcus

Office of Project Letting Manager
FROM:
{Name}

{Project Leader, Local Agency Liaison, Project Manager}
SUBJECT:
LETTER OF APPROVAL FOR ANTICIPATED ITEMS

{Project Name}


{Highway}


{County}


{Key #}

Body of Document: 
Paragraph with brief description of project (name, project cost, project purpose, general location, Bid Date, PS&E due date, and other key details)
Include Anticipated Item name, cost, and reason for item; expected to be separate payment or added to the contract via contract change order; and explanation of why it has to be anticipated versus biddable.

Submitted By:_________________________

Date:________________

{name}
{PL/LAL/PM}

Approved By:__________________________

Date:________________





{name}
Area Manager
Approved By:__________________________

Date:________________





Brenda Marcus




Office of Project Letting Manager
Approved By:__________________________

Date:________________





{name}
FHWA Area Engineer – Full Oversight Projects only
cc.:
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