CT Application: Cover Letter

 [DATE]
Mrs. Debbie Collins
Director, Public Transportation Division

North Carolina Department of Transportation

1550 Mail Service Center

Raleigh, NC  27699-1550

RE:
[ENTER PROJECT REQUEST]
Dear Mrs. Perry:

[SYSTEM NAME] meets the qualifications for purchasing the technology listed above.  We are currently carrying [X] number of trips per day.  We have done a great deal of background work to ensure that the technology we are requesting will be successfully implemented [ELABORATE].  We are purchasing this technology from the [ENTER LEAD BID AGENCY] bid.  (Copy of the Interlocal Agreement is attached).  
Project Overview:
[SPECIFY]
Budget:

The total budget for this project is $XXX,XXX.  We are requesting funding in the amount of $XXX,XXX with the 10% local match of $XX,XXX.  The project has been approved by (Governing Board on xxxx) and the 10% local match is available for this project starting [DATE].  A detailed budget is attached.
Project Champion(s):

[SPECIFY, INCLUDING QUALIFICATIONS]
Project Time Line:

	#
	Task Description
	Estimated Completion Date

	1
	[EXPAND AS NECESSARY]
	[DATE]

	2
	
	

	3
	
	

	4
	
	


Expectations:

[SPECIFY]
Measures of Success:

[SPECIFY]
Contact Person:
If you have any questions, please call me at (xxx) xxx-xxxx.
Sincerely,

Designated Authorizing Official

Attachments: Interlocal Agreement
