Letter from the Secretary to the funding agency 
This letter can be on plain paper using the established format. Floyd will copy onto gold letterhead with actual date when ready for signature. All should be 12 font.  Please adhere to format.
-------------------------------------------------------------------------------------------------------

Date (centered)
Mr./Ms./Mrs. First and Last Name
Title

Name of the funding agency

Mailing Address

City, State ZIP

E-mail address (if being sent electronically)
Two spaces down to salutation
Dear Mr./Ms./Mrs. Last Name: (funding agency head or as specified in the grant application):
Enclosed is North Carolina’s application for (insert the grant Funding Opportunity Announcement Number (FOA) and Grant Name)(insert brief descriptive information about the grant).  This grant will help to (insert identifying the needs as represented by the grant application’s program goals and objectives)(briefly describe the benefits to North Carolina).
Your consideration of our request is greatly appreciated(or some other closing statement).  Should you have questions about the information contained in this application, please call (insert the Principle Investigator or the appropriate grant contact information, phone number and email address)(insert name and phone number of contact person).
Closing: left justified; no title under name.

Sincerely,

Richard O. Brajer
Secretary
Enclosure(s):  Title Information for Grant Application
cc:  Danny Staley, NC DPH, Acting Director
