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800 Independence Ave. SW

Washington, DC  20591

SAMPLE  LETTER

Manager

Holiday Inn  -  Shangrila

1234 Boulevard Royale

Shickshinny, Missouri  00001

Dear Sir/Madam

With regard to the space to be occupied for the Accident Prevention Seminar scheduled for June 1, 1991
This is to acknowledge that as the sponsoring agency, the Federal Aviation Administration will be responsible for any personal injury or property damage resulting from this activity in accordance with the Federal Tort Claims Act. 28 USC 1346 et seq.

In the event a claim becomes necessary, the undersigned Accident Prevention Program Manager will provide you with the necessary claim forms.  Any claim which becomes necessary may be filed with the office of the Assistant Chief Counsel for litigation at

Our Washington D.C. Headquarters or with the Office of the Assistant Chief Council for the Central Region at 601East 12th Street,  Room 1664,  Kansas City MO.  64106
Sincerely

Dudly Duright

Dudly Duright

Aviation Safety Program Manager

Telephone: (123) 456-7890 


800 Independence Ave. SW

Washington, DC  20591

Manager
Some Place
Address
State, Zip etc.
Dear: John Doe 

With regard to the space to be occupied for the Aviation Safety Program Seminar scheduled for The Future 
This is to acknowledge that as the sponsoring agency, the Federal Aviation Administration will be responsible for any personal injury or property damage resulting from this activity in accordance with the Federal Tort Claims Act. 28 USC 1346 et seq.

In the event a claim becomes necessary, the undersigned Aviation Safety Program Manager will provide you with the necessary claim forms.  Any claim which becomes necessary may be filed with the office of the Assistant Chief Counsel for litigation at

Our Washington D.C. Headquarters or with the Office of the Assistant Chief Council for the  Western Pacific Region at  The R/O 
Sincerely

Joe Snerdly 

Aviation Safety Program Manager

Telephone: 123-456-7890  

FAA Aviation Safety Program

Western Pacific Region


