[Letterhead of State Agency]
[Date]
[Head of State Agency]
[Name of State Agency]
[Address of State Agency]
RE:
Loss Prevention Review Team Final Report: [Name of Incident]
[Head of State Agency name]:

On behalf of the Loss Prevention Review Team appointed to review [name of incident], I am enclosing the team’s final report. The report is ready for publication.

The review team began its work in [month/year] and completed the report this month.  
[Short discussion of team process]
Pursuant to RCW 43.19.782, we are also sending the report to the Director of the Department of Enterprise Services. Please do not hesitate to contact [name] with questions you may have about the report or review process.

Sincerely,

[Team Leader name]
[Team Leader title]
Enclosure

cc:
DES Director
