(Sample Transmittal Letter)
YOUR LOCAL GOVERNMENT AGENCY LETTERHEAD

Address

City, State, Zip

Phone, Fax

Date

Ken J. Heigel, P.E.

Chief Engineer

Ohio Water Development Authority

480 South High Street
Columbus, OH  43215-5603
RE:  
OWDA PROJECT NAME 

OWDA PROJECT NUMBER
Dear Mr. Heigel:

Attached please find signed and/or approved invoices for the referenced project. They are summarized below:

Payee

Invoice # 
Amount of Invoice
Requested Amount from OWDA
The payee is the name of the contractor, the engineering firm, or the name of the entity from which items have been purchased for the project.

List each invoice separately.
Please process the invoices and generate the appropriate payments.

Respectfully,

(Please sign in ink other than black color to show original signature.

Mail, do not fax, this letter and supporting documents.)
Name

Title

Enclosures

