< Designer’s Letterhead >

< date >

< Name of institutional representative >
< Address >
< City, State, Zip >
RE:
Project Data Binders at Final Completion
< SBC Project Number >
< Middle Tennessee State University >
< Building > < Work >

I am enclosing herewith a copy of the contractor’s Project Data Binders submitted as a requirement for final completion, and including:

Introductory Information
Cover sheet with basic project and Contractor information
Table of Contents
List of Subcontractors and Suppliers

Certificates and Acceptance Information
Table of Contents for this part
Certificate of Substantial Completion
Use and Occupancy Permits
Certificates of Inspection or letters of acceptance from regulatory authorities

Guarantees, warranties, bonds, etc.
Table of Contents for this part
Contractor’s warranty of the Work
Warranties from various vendors, etc., including roof warranties of any type
Certifications
Maintenance Agreements
Product Data
I have reviewed the contents.  They are complete, accurate, and in conformance with the requirements of the Contract Documents.  I recommend you keep this in a secure location readily available to your staff that has responsibility for operating and maintaining the Work.  The favor of returning a copy of this letter, signed below (, will be appreciated.
	Recipient Signature:
	

	Legibly indicate
recipient’s name
and title or affiliation
	


Sincerely,

< signature >

< name and title of signatory >

	Posted in DOC format
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