SAMPLE COST PROPOSAL TRANSMITTAL LETTER

All Cost Proposals submitted must include a Transmittal Letter similar to the sample below on company letterhead and must be signed by the Consultant Project Principal and Project Manager:

	Company Letterhead



(Date)
Arizona Department of Transportation

Engineering Consultants Section

205 S. 17th Ave, Room 293E, Mail Drop 616E

Phoenix, AZ 85007-3213

Attn:    __________________________, Contract Specialist

Re:  
Contract #:

XXXX-XXX.XX
        
Contract Description:
__________________________________ 
      
TRACS No.: 

__________________

Dear______________:

______________________ (Prime Consultant) has electronically submitted a Cost Proposal for the above referenced contract through eCMS.  The Cost Proposal was prepared in accordance with instructions outlined in the ECS Cost Proposal Preparation Guidelines and eCMS Online Cost Proposal User Manual. 
The Cost Proposal was prepared with the following assumptions:

1.
_______________________

2. 
_______________________
3.
_______________________
4.
_______________________

______________________ (Prime Consultant) has the required insurance requirements outlined in Section 4.20 of the contract and certifies that all Subconsultants working on the contract have the same required insurance coverage as the Prime Consultant.  Furthermore, ______________________ (Prime Consultant) understands that ADOT reserves the right to request that ______________________ (Prime Consultant) provide proof that Subconsultants working on this contract have the required insurance coverage.  

All required documents, such as the Key Personnel Form and Insurance Certificates contained in the Cost Proposal Checklist have been uploaded into eCMS.  Documents uploaded in eCMS in support of the Cost Proposal include:

a.
_______________________

b.
_______________________

c.
_______________________

d.
_______________________

We understand that no work on the contract/project can commence without a written Notice to Proceed (NTP) letter from ADOT and that _______________ (Prime Consultant) will not be reimbursed for any work undertaken before a written NTP is issued by ADOT.

Respectfully Submitted,

__________________________


__________________________
John Doe





John Smith
Project Principal




Project Manager
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