Your Agency Letterhead

DATE
Joni Bramlett, Capital Program Manager

ODOT - Public Transit Division

555 13th St. NE

Salem, OR 97301-4179

Re: Reimbursement request for vehicle purchase.

Dear Ms. Bramlett:

(Your Agency Name) has received delivery of x (number) buses and is requesting reimbursement for the purchase of these vehicles. The following information is provided as requested:

· The total cost for the purchase was $100,000
· There was a rebate of $1,000for each vehicle 

· The rebates have/have not been deducted from the total amount listed above

· This reimbursement request is from ODOT Grant # XXXXX
· The vehicle(s) were accepted by our agency on MM/DD/YY
· The vehicle(s) were put into transit service on MM/DD/YY (if different from acceptance date)

· The source of local matching funds for this purchase was (e.g., STF, local taxes, donations)

· Enclosed: Copies of the invoices for all expenses claimed (DMV License and Title expenses are NOT included, and I understand they cannot be charged to the vehicle grant)

· Enclosed: Required Pre-Award and Post-Delivery Certification Forms for each vehicle

Please let me know if there is anything else needed to process this request.

Sincerely,

John Smith, General Manager
XYZ Transit
Enclosures:      









