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[Date]
[Designated Contact Name]
[Utility Name]
[Street Address]
[City, State, Zip Code]
Subject: Work Plan Complete for [Utility Name] on Project Des. No. [1234567]
Dear [Designated Contact Name];
We are writing in regards to the relocation of your facilities as described in your approved work plan dated [mm/dd/yyyy].  Permit number [xx-nnnnn] is assigned to this approved work plan.
We acknowledge that [Utility Name] has completed the relocation of their facilities for the subject project in substantial compliance with the approved work plan.  The relocation of your facilities included [describe relocation work]
Also, we recognize that you started the relocation of your facilities on [mm/dd/yyyy] and you completed the relocation of your facilities on [mm/dd/yyyy], a total of [nnn] calendar days.

We did not verify the station, offset or elevation of your relocated facilities as part of our assessment that your work was in substantial compliance with the approved work plan.
If you have any questions on this subject please contact [Utility Coordinator Name, Utility Coordinator Agency, Street Address, City, State, Zip Code, telephone: 123-456-7890, fax: 123-456-7890, insert.email@address.here.com].
Sincerely,

[District Personnel Name]


[Utility Coordinator Name]
[District Personnel Title]


Utility Coordinator

Cc:
File


[Project Engineer Name], Project Engineer


[Utility Oversight Agent Name], Utility Oversight Agent

