Revised 08/30/2013

[Date]

[Designated Contact Name]

[Utility Name]

[Street Address]

[City, State, Zip Code]

Subject: Return of Utility Agreement for [Amount] on Project Des. No. [1234567]

Dear [Designated Contact Name];

We are returning your copy of the fully signed [Agreement Type].  This agreement was signed by the obligating authority on [date] and signed by the Attorney General of the State of Indiana on [date].
You may present invoices to us as stated in the terms of the agreement for the work authorized in your approved work plan and any approved addendums.  Please include the project Des. No. and the purchase order number on all invoices presented for payment.  Please send your invoices to:

[Utility Oversight Agent Name]
[Utility Oversight Agent Company]
[Street Address]
[City, State Zip Code]
If you intend to use a consultant or contractor for this work they must be approved by this office prior to cost being incurred.  The consultant or contractor may be selected on the basis of a continuing contract or competitive bid.  If selected on the basis of a continuing contract, you must present a copy of the continuing contract and the rate sheet for our review and approval.  If selected on the basis of competitive bid, after proper solicitation, the lowest eligible bidder must be selected.  If selected on the basis of competitive bid, you must present the bid tabulation for our review and approval.  FHWA requires that we review the expected costs to ensure that they are reasonable.
If you have any questions on this subject please contact [Utility Oversight Agent Name, Utility Oversight Agent Company, telephone: 123-456-7890, insert.email@address.here.com].

Sincerely,

[Utility Oversight Agent Name]
[Utility Oversight Agent Title]
Enclosure
Cc:
[Project Manager Name], [Project Manager Title], [Project Manager Company]
[Utility Coordinator Name], [Utility Coordinator Title], [Utility Coordinator Company]
File


