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	September 12, 2006
	

	
	
	(ATTN)
(COMPANY NAME)
(STREET ADDRESS)
(PO BOX)
(CITY, STATE  9-DIGIT ZIP CODE)
	

	
	
	(subject)
	


Dear (Salutation):
This is a formal request that you complete the remaining work required to close your contract for the above referenced project.  Records at the Department of Transportation, Bureau of Aeronautics, indicate the following information:

1.
You contracted to do (type of work) work at (location).

2.
The last payment was made to you on (date).

3.
The contract amount was (amount).

4.
The contract retainage is currently (amount).

5.
The reason for the retainage is (reason). 

The Department and the airport owner want to have this project completed, pay your retainage, and close the contract.  Refusal to complete remaining work will result in the issuance of a notice to you and your surety in accordance with Section 80-09, Default on Contract, of the Standard Specifications for Airport Construction, 1998 Edition.

This is a formal request that you complete all remaining construction and documentation.  Your contract time for remaining construction will begin running on (date).  Documents required to complete your contract are due by (date). 

_________________________________
_________________________________

(project manager), P.E.
Mark A. Arnold, P.E., Chief

Airport Development Engineer
Airport Engineering Section

(initials)
571bdev.dot/r.05/29/05
cc:
Consultant


Sponsor


Surety Company

Bureau of Aeronautics, 4802 Sheboygan Ave., Room 701, Madison, WI 53705


