LPA Letter Head
Sample TCE Offer Letter


      
CERTIFIED MAIL OR HAND DELIVERED  Certified Mail Receipt #
     
     
     
     
RE:
Project Name:
     

Project Tracs No.:
     

Project Parcel No.:
     
Dear      :

The (Name of Local Public Agency) must obtain a Temporary Construction Easement (TCE) on property you own located at      ,      , AZ in       County that is needed in connection with the above-referenced highway project.  The area affected is shown outlined in red on the map attached to the TCE document submitted for your consideration.

The TCE is required for      .

Please sign one copy of the TCE where indicated by the red “X,” and return it with the completed W-9 form in the pre-addressed envelope provided for your convenience.  Upon receipt, we will process and render our courtesy payment in the amount of $     .
  The document marked “Your Copy” is for your records.

If you have any questions, please contact me at (Address of Local Public Agency), or call XXX-XXX-XXXX. You may also contact me at (email). Thank you for your cooperation and prompt attention to this matter.

Sincerely,

     , Right of Way Agent (Change as needed)
Right of Way Group (Change as needed)
Enclosures

� You will also need to complete and sign the enclosed W-9 Form Request for Taxpayer Identification and Certification before payment can be made.  Please include this document in the return envelope. 







