Date
Name
Organization

Address
City, State  Zip
Dear Grantee Contact:

This letter is to confirm that I will be visiting your project for a programmatic site visit on <List date and time>.

To ensure that the site visit will be productive for your project and our office, please note the following:

· Schedule an hour to two hours for the site visit in a quiet location

· Please have direct program staff or participants available for questions, and be prepared to speak about all aspects of your project and organization. 
· Please be prepared to discuss project activities, staffing, evaluation, financial status, and collaborations.

Please feel free to call me if you have any questions.  I truly look forward to seeing you on <List date>
Sincerely,

State Grants Staff
Title
1
3

