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SAMPLE FORM - Agency is responsible for evaluating the contents for fitness for use and to consult with agency’s subject matter resources and/or legal counsel as appropriate prior to use.
Insert Agency’s letterhead.
RR Name







Date
Attn: Representative
adress
address
Burlington Northern Santa Fe

Attn: Kyle Leatham
Union Pacific Railroad

Attn: Amber Stoffel
Genesee Wyoming Railroad

Attn: Greg Breaston

13901 Sutton Park Dr. S.

Jacksonville, FL 32224

Portland and Western Railroad

Attn: Jason Sims

3220 State St. Suite 200 

Salem, OR 97301

Oregon Eastern Division Railroad

Attn: William Goldsberry

bgoldsberry@jag-transport.com
SUBJECT:
NOTICE TO PROCEED WITH PROJECT WORK in C&M Agreement

PROJECT:
     
RR MP:
     
USDOT:
     
LOCATION:
     
Key:

     
The purpose of this letter is to provide Railroad Name, herein known as Railway, with formal authorization to proceed with the following Project work as described in Agreement number ######: if partial work is authorized, include a brief description of work being authorized to proceed.
(Verify lead-in sentence consistency with terms of agreement.) When invoicing per the agreement, the Railway may submit monthly progress billings, or a single and final bill. Each billing must be accurately itemized and include (but is not limited to) a detailed cost breakdown of employee hours and rate spent on the project. It must contain sufficient detail to provide a clear picture of the work involved and the cost of the individual items.

When submitting the final bill, the billing must state that it is final. The final bill must be submitted within six months of all work for the subject project, or the Railway risks forfeiture of the reimbursement without further notice. The beginning and completion dates of the work invoiced for payment, as well as the KEY NUMBER,       should be clearly shown on each bill.  All billings should be sent to me at the address listed below.
If you have any questions, please do not hesitate to contact me at phone # and/or email. 

Cordially,

Agency’s Rail Liaison Name
Rail Liaison
Agency address 
City, OR 97###
email
Cc:      , ODOT Transportation Project Manager

