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Ms. Deborah Moberly, Office Chief
Indirect Cost Services
[bookmark: _GoBack]650 Capitol Mall, Suite 7-400
Sacramento, CA  95814

Dear Ms. Moberly:

Enclosed is our Indirect Cost Rate Proposal(s) for the Fiscal Years XXXX and XXXX.  The proposal includes the following parts. 

Part I:  Narrative 
· Organizational contact information, 
· Rate Information,
· Base Description,
· Negotiation History,
· Signed Cost Policy Statement, 
· Organization Chart,
· Signed Certificate of Indirect Cost, 
· Signed Lobbying Certificate, and
· Signed Treatment of Paid Absences 
Part II:  Schedule of Expenditures 
· Schedule B – Indirect Cost Pool Personnel Salaries, Wages and Fringe Benefits
· Schedule C – Summary Schedule
· Schedule D – Subawards
· Schedule E – SEFA
· Schedule F – Contractual/Professional Services

The above documents are separately listed in the attached checklist with the corresponding page numbers in the proposal. If you have any questions concerning the information in this proposal, please do not hesitate to contact us at (XXX) XXX-XXXX.  

Sincerely,


[Insert Name of the Person]
[Title]

