Your Agency’s letterhead here
___ (date)



Chris Liu, Director
Department of Enterprise Services
PO Box 41401
Olympia, WA  98504-1401

RE:	Emergency Declaration
	___ (project name)

Dear ___ (director DES)

___ (scope/description)

We are requesting a Declaration of Emergency to allow for immediate repairs to the ___.

The estimated cost of the repair is $___.

If you have any questions, please contact ___, at ___.

Sincerely,


___ (director)
___ (your agency)


			
William J. Frare, P.E., Assistant Director		Date		Recommend
Engineering & Architectural Services


			
Bob Covington, Deputy Director		Date		Recommend
Department of Enterprise Services


			
Chris Liu, Director		Date		Approved
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