Tips for Preparing a Transmittal Letter
The transmittal letter is the agency/office cover letter that accompanies the request for consultation with the SHPO.  A thoughtfully composed, accurate, and complete transmittal letter can greatly expedite the review process because it either contains all needed information; makes provisions for requesting missing, confusing, or contradictory information provided by the agency; and contributes to an administrative record that is complete, accurate, and readily understood by the average member o the public.   

The following recommendations are offered on the basis of actual transmittal letters received as part of S. 106 and S. 110 consultations with our office.  Whether initiating a consultation with the SHPO, or forwarding additional information and/or a revised submission, it is extremely helpful if all agency/organization's transmittal letters:
· are written on agency/organization letterhead with a complete return address.  If your agency does not have letterhead, then most word-processing software contains templates for the generation of letterhead or (at a minimum) a return mailing address to which the SHPO reply can be directed;

· cite the specific (named) authority under which the consultation is being conducted (e.g., Section 106 of the National Historic Preservation Act, Section 110 of NHPA, a named nationwide Programmatic Agreement, a named Program Comment, an agency-specific Memorandum of Agreement, Memorandum of Understanding, or Programmatic Agreement, or a project-specific MOA or PA).  
· bear an original (wet) signature from the agency authorizing official;

· designate an alternate point of  contact (and their phone number or e-mail) if the author of the letter is not in a position to resolve project-specific questions;

· contain a request for something specific (e.g., request SHPO concurrence on the agency's APE, determinations of eligibility, and determination of effect); 
· call out any instances where federal agency determinations differ from the consultant's recommendations provided in a cultural resources inventory report.  In the absence of such statements, a reasonable person can only infer that the federal agency agrees with the determinations of eligibility contained in the inventory report or documents accompanying the agency's letter;
· make reference to the status of any other required components of the consultation process not contained or documented elsewhere in the packet (e.g., tribal consultation, public consultation, notification of local government and/or CLG), as appropriate to the particular circumstances.
