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	Deb Miller, Secretary

Jim L. Kowach, P.E., Chief
	
	Sam Brownback, Governor



Fabricator Company name 

Company Address 

Company City, State Zip Code 

Attention: [Insert fabricator’s name] 

Dear Mr. /Mrs. [Insert fabricator’s name]:

November 17, 2009 

Subject:  Approved Shop Plans 

  Project No. 

  Bridge No. 

  County Name 

Attached is a file containing approved shop details, dated [Insert Date], for the [insert information about shop plans]. 

The details in the file are identified as Sheet Numbers [insert sheet numbers] of your Job No. [Insert Job No.]. 

Sincerely, 

Jim L. Kowach, P.E. 

Chief, Bureau of Design 

[Insert your signature line] 

[insert your initials]:[insert editors initials] 

Attachments    

by email: W.Clay Adams, District One Engineer, w/a 

  Rick Kreider, Chief, Bureau of Materials and Research, w/a 

   Attn: Michael Popp, Operations Engineer, w/a 

  Burt Morey, Metro South Engineer, w/a (or Area and Constr. Eng. if applicable) 

  Ruben Noguera, Field Engineering Administrator, w/a 

   Attn: Brian Bosak, Construction Manager, w/a 

  Jim Werst, HNTB Corporation, w/a 

  Bruce Timmons, Clarkson Construction Co., Inc., w/a  

  (Note: copy to Bridge MSA if project contains walls) 
NOTE   Use 12-point font.  This example uses 11-point font so all information is on one page. 
[image: image1.jpg]