EXAMPLE

{DATE}

Illinois State Toll Highway Authority

2700 Ogden Ave.

Downers Grove, IL 60515

Attention:
{TOLLWAY PROJECT MANAGER}
RE:
Contract {CONTRACT NUMBER}


Contract Description {DESCRIPTION}

Subject:
Final Construction Contract Acceptance

Dear {TOLLWAY PROJECT MANAGER},

A final inspection of the above referenced project was held on {DATE}.
All contract work is complete.  All punch list work is complete.  All claims have been resolved.  All required documentation has been received from the contractor.  No further issues remain.  Therefore it is recommended that ISTHA provide final acceptance on this contract.

Sincerely,

{CM COMPANY}

Resident Engineer

