Below should be copy/pasted onto LPA letterhead.
Date:


RE:
Community Crossing Matching Grant Close Out
Dear INDOT:

This letter serves as notification that the construction of the below listed Community Crossing Matching Grant project we were awarded has been completed:
	Des. Number:
	Enter designation number assigned, can be obtained from Program Director

	Project Description:
	Enter project description as programmed in Scheduling Project Management System (SPMS), can be obtained from Program Director

	
	

	
	

	
	

	Purchase Order Number:
	Obtained from PO sent to LPA by Program Director, Upper right

	Purchase Order Amount:
	Obtained from PO sent to LPA by Program Director, Lower right

	
	

	Work performed by:
	Contractor’s Name or LPA own work forces

	
	
	
	
	

	Service Period:
	From:
	Construction Start
	To:
	Construction Finished

	
	

	Final Cost:
	
	

	INDOT Award:
	
	

	50% of Final Cost:
	
	

	Balance:
	
	

	
	Negative amount indicates underrun for which the LPA agrees to reimburse within thirty (30) days from date of billing by INDOT.
	

	
	


For auditing purposes, we are providing the following legible copies as supporting documentation:
1) Copy of the cancelled check(s), both front and back to Vendor supplying material or

2) Copy of the electronic funds transfer (EFT) to Vendor supplying material
3) Material Invoices
· Project 

· Needs to be broken down into individual segments if multiple segment project

· Date of Placement

· Material placed (Tickets) – This can be submitted in spreadsheet form
· Needs to be broken down into individual segments if multiple segment project

1) Copy of the cancelled check(s), both front and back to Contractor or

2) Copy of the electronic funds transfer (EFT) to Contractor

3) Final Progress Billing from Contractor showing

· Individual contract item

· Contract Quantity

· Unit Price

· Final Quantity placed

· Underrun, Plan or Overrun Quantity

· Project 

· Needs to be broken down into individual segments if multiple segment project

· Date of Placement

· Material Tickets – This can be submitted in spreadsheet form.
· Needs to be broken down into individual segments if multiple segment project

If additional information is required, please feel free to contact us.
Sincerely,

LPA 
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�Use for Work performed by LPA’s own work forces





�Use for Work performed by Contractor





