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Month XX, 20XX	Comment by Mendez, Darleen@DOT: Please insert grant application due date listed on the NOFO.


The Honorable Sean Duffy
Secretary
United States Department of Transportation
1200 New Jersey Avenue, SE
Washington, DC 20590

Dear Secretary Duffy:  	Comment by Bente, Connor@DOT: Letter format instructions to guide your QA/QC before sending to HQ for signing:
Keep to one page.
Spell out the first instance of all acronyms, ONLY IF THE ACRONYM IS USED AGAIN
Do not use a subject line or a “Re:” line.  
Font is 12-point, Century Gothic.  (11 is acceptable to fit page)
Margins are 0.75" inch on the left, right, and bottom.  1.23" on top.
Body of the document is Left- aligned.
Use two spaces after a period.
Remove mentions of dollar amounts.
DELETE ALL COMMENTS, remove all yellow highlight and italicized text, and do a spell check and an acronym check prior to submitting to HQ.

The California Department of Transportation (Caltrans) is pleased to submit the <<Project Title>> (Project) located in <<Project City>>, California, for consideration in the United States Department of Transportation (US DOT) Fiscal Year <<20XX>> <<Funding Program Name>> discretionary grant program.  Caltrans requests a total of <<$xx>> million in grant funding and has committed <<$xx>> in <<funding source>>.

<<Briefly describe the project – purpose, need, scope; year of construction; why it will be significant for the Nation, a metropolitan area, a rural area, or a region; how it meets some of the funding Programs merit criteria.  Please reference the NOFO for additional information.>> 

Caltrans would like to thank US DOT for taking the time to review and consider our application for the <<Funding Program Name>> award.

Sincerely,



DINA EL-TAWANSY
Director
“Improving lives and communities through transportation”
“Provide a safe and reliable transportation network that serves all people and respects the environment”
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