[GRANTEE LETTERHEAD]


[Date]
To: Tasha Martinez, Capital Outlay Bureau Chief ALTSD
From: [Grantee Name / Department]
Subject: Capital Outlay Project Reversion Notice

Dear Tasha Martinez, Bureau Chief

Please be advised that capital outlay project number [Project Number] associated with [Senior Center Name] will be reverting in the amount of $[Dollar Amount].
This letter is provided for recordkeeping and documentation purposes. Please contact [Name / Title / Phone / Email] if further clarification is required.


Respectfully,


[Name of Leadership Representative]
[Title]
[Organization]

