Sample Cover Letter for FEMA Public Assistance Submission









Date

James N. Russo

Federal Coordinating Officer

FEMA EM-xxxx-CT

(Specific Address to be provided for DFO/JFO)
Through:
Paul Gibb



State of Connecticut, DEMHS
Public Assistance Coordinator

360 Broad Street
Hartford, CT 06105
RE: CERTIFICATION OF APPLICATION FOR SNOW REMOVAL ASSISTANCE

Dear Mr. Russo:

Enclosed herewith is the (Name of Town/City/Agency/Organization) application for snow removal assistance for FEMA EM-xxxx-CT.  The application represents costs for snow removal incurred by the (Name of Town/City/Agency/Organization) for the 48 hour period starting at (time )on (date) and ending at (time ) on (date).  
The (Name of Town/City/Agency/Organization) (does not have a snow removal insurance policy/has a snow removal policy which is included herewith). 
I certify that the information contained on all summary records in this application was obtained from payroll records, invoices or other documents available for audit.
(Explain any special conditions or circumstances, if any, that you feel require explanation in this paragraph). 

If you have any questions, please contact (Name, Title) at (Telephone #).  (Name’s) email address is (email address).









Sincerely,









Name









Title

