
SAMPLE LETTER TO REQUEST PROGRAM INCOME ACTIVITIES

THIS LETTER SHOULD BE PUT ON AGENCY LETTERHEAD STATIONARY
Date
Melody Woosley, Interim Director 
Department of Human Services
106 So St Mary’s Street 7th Floor
San Antonio, TX 78205

Dear Ms. Woosley,

Our Agency, under its Delegate Agency Contract Number (INSERT CONTRACT NUMBER FROM FRONT PAGE OF CONTRACT) for the (NAME OF PROGRAM) is requesting approval to collect program income for (INSERT DESCRIPTION OF THE ITEM FOR WHICH THE PROGRAM INCOME WILL BE COLLECTED). 

Additionally, we are requesting that our agency be allowed to retain this program income to be  SELECT ONE:  added to the Project and used to further eligible Project objectives.

 or

deducted from the total Project cost for the purpose of determining the net cost reimbursed by the City.
Sincerely,

NAME OF SIGNATORY

NAME OF AGENCY
□  Approved

□  Disapproved

____________________________



_____________

Melody Woosley, Interim Director 
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