Sample Cover Letter for Homeland Security Reimbursement Request

(Must be submitted on Official Letterhead)

Date

Governor’s Office of Homeland Security 

and Emergency Preparedness

Attn: GRANTS SPECIALIST
7667 Independence Blvd

Baton Rouge, Louisiana 70806

Subject: 
Request for Reimbursement/Payment of HLS Grant Funds

Grant Award #__________________, Grant Year/Name________________________




The Agency of 






request reimbursement/payment in the following amount, for funds expended by this jurisdiction in compliance with the Department of Homeland Security (DHS) National Preparedness Directorate, Homeland Security Grant Program.  Attached are copies of the invoice for actual purchases of equipment transacted under this program.  Purchases were made in accordance with the grant program and year marked above:  

Total Request for Reimbursement/Payment: 





Furthermore, this is to certify that all funds allocated to this jurisdiction were expended in accordance and in compliance with the DHS directives and were used solely to purchase those items of equipment authorized and specified by DHS’s authorized equipment purchase list. Deviations and/or substitutions from this listing were approved in advance and are supported by appropriate documentation from the Grant’s Program Manager. 


If you have any questions please contact 






 at (        )


.








Sincerely,

Remit reimbursement to:

Agency Name






Name

Address





















Title
City, State Zip
Tax ID #
Note:  Submit approved budget sheet with this request
