|Attachment 3
REALTY SERVICES LETTER 2007-05

Template for Agency Concurrence for RWA Expenditures 
[You may insert this language into an email.]
Dear [Agency Contact]
We have received and evaluated proposed costs for the items below.  We have estimated the work to cost $_______, and your available RWA balance is $_______.  We have determined that this cost is fair and reasonable.  The cost is for:
[Select applicable condition.  You may delete extraneous information.]
____
Tenant improvement (TI) costs based on the approved design intent drawing that exceed the TI allowance in the lease.  
____
Changes in design based on [Enter information about the request that is driving the change.  Provide sufficient detail to tie the cost to the request, e.g., Arthur Agency’s fax dated mm/dd/yyyy with changes for Room 236. ].
____
Furniture requested on [mm/dd/yyyy] by [requester].
____
Move contractor.
____
Security items [provide sufficient detail to describe the items, e.g. ids, duress alarms, etc.].
____
IT. [provide sufficient detail to describe the items, e.g. cabling, switch, etc.].  

____
[Other--Enter information about the request that is driving the change.  Provide sufficient detail to tie the cost to the request. ]
Please provide your approval of this expenditure, so that we may order the items.  You may reply to this e-mail indicating your approval to first.last@gsa.gov, or you may sign where indicated below and return to me by mail or fax.  My fax number is _____________.
Sincerely, 

Contracting Officer
Address

I approve the above expenditure.
__________________________________________






Signature





Date

__________________________________________





Printed Name



