EXAMPLE 


Cognizant Agency Audit Review
Request  Letter
To Be Prepared on Local Agency Letterhead










Month/Day/Year

Department of Transportation






Audits and Investigations   MS-2






Attention:  MaryAnn Campbell-Smith

                  External Audit Chief

P.O. Box  942874

Sacramento, CA  94274-0001

Dear MaryAnn Campbell-Smith:

Attached is a copy of the following information for proposed contract number ________ with (Consultant’s Name, Address, Contact Name, and Phone Number):

_____  Audited Indirect Cost Rate Report and Schedules as of the Statement of Qualifications date for the fiscal year ended Month/Day/Year or, Home State Department of Transportation (DOT) Cognizant Agency Approval letter package.

_____ Completed Consultant Audit Questionnaire and applicable schedules
_____ Completed CPA Questionnaire and applicable schedules **
_____  Letter of Authorization **
** Note:  If the consultant’s Home State DOT is not Caltrans, the consultant should submit their Home State DOT Cognizant Agency approval letter in place of the CPA Questionnaire and Letter of Authorization.
Please contact me at (XXX) XXX-XXXX if you have any questions.

Sincerely,

NAME

Title

__________________________

Signature

Enclosures as noted
c:  

