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Bureau of Aeronautics, 4822 Madison Yards Way, 5th Floor South, Madison, WI 53705



[bookmark: Text1]Dear (Salutation):

This is a formal request that you complete the remaining construction work and documentation required to close your contract for this project.  Records at the Wisconsin Department of Transportation, Bureau of Aeronautics, indicate the following information:

1.	You contracted to do (type of work) work at (location).

2.	The last payment was made to you on (date).

3.	The contract amount was (amount).

[bookmark: Text8]4.	The contract retainage is currently (amount).

[bookmark: Text9]5.	The reason for the retainage is (reason). 

The department and airport owner want to have this project completed, pay your retainage, and close the contract.  Refusal to complete remaining work will result in the issuance of a notice to you and your surety in accordance with Section 80-09, “Default on Contract,” of the Standard Specifications for Airport Construction, 1998 Edition.

[bookmark: Text10][bookmark: Text11]Your contract time for remaining construction will begin running on (date).  Documents required to complete your contract are due by (date).  If you have any questions, please contact me at (608) (Phone) or (Email).

Sincerely,


_________________________________	_________________________________
[bookmark: Text12](project manager), P.E.	Matthew P. Malicki, P.E., Chief
Airport Development Engineer	Airport Engineering Section

[bookmark: Text13](initials)
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