(Date)
Mr. Manar Nashif, P.E.

Chief Engineering Officer
Illinois State Toll Highway Authority

2700 Ogden Avenue

Downers Grove, IL 60515
c/o Janice Strong, Contract Administration
Re:
Contract Number X-XX-XXXX

(Tollway Project Name)
 
Dear Mr. Nashif:

This letter is to request the approval of submitting electronically approved timesheets for invoicing purposes.  We are currently using (insert timesheet system name, approval process and security measures here). A sample is attached for your review.
We request permission to submit electronically approved timesheets for future contracts and for the following active contracts:
(List active contract numbers to which this letter applies.)
If you should have any questions, please contact me directly at (insert phone number).

Sincerely,

Consultant Name
Consultant Title

Attachments: Sample Electronically Approved Timesheet
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