SAMPLE


(YOUR AGENCY’S LETTERHEAD)
(Enter Date)

Chairman

Violent Crime & Drug Control Council

Florida Department of Law Enforcement

Investigations and Forensic Science Program Office
Post Office Box 1489

Tallahassee, Florida 32302

SUBJECT:  Violent Crime & Drug Control Council award for Operation (enter operation name)
Dear Chairman:
Enclosed, please find a final bi-annual report (if applicable add following language) and a check for unexpended funds.

On (enter date of award), the Violent Crime/Drug Control Council awarded (enter agency’s name) $(enter award amount) to pay for expenses associated to the investigation of Operation (enter operation’s name). As of this date, Operation (enter operation’s name) is officially closed. A total of $ (enter amount) was expended on this investigation and the remaining $ (if none, state no funds are) ______ is being returned.

If I can be of any further assistance, please do not hesitate to contact me at (enter contact phone number).

Sincerely,

(Agency Representative)
(Title)
