NOTE:  THIS SAMPLE LETTER IS TO BE COMPLETED BY THE FEDERAL OR STATE EMPLOYEE WHO IS THE CONTRACTING OFFICER’S REPRESENTATIVE 

AND INCLUDED IN THE DOCUMENTS SUBMITTED APPLYING FOR A PERMIT

(Subcontractors must provide a separate letter from the prime contractor that verifies that they are subcontractors and need a landing permit.  In addition, the application must include the letter below, signed by the government employee acting as contracting officer’s representative on the prime contract.)

Government Organization’s Letterhead










Date of letter

Civil Aviation Specialist 

Naval Facilities Engineering Command

1322 Patterson Ave, Suite 1000

Washington Navy Yard

Washington, DC 20374

Dear Sir/Madam:


This is to confirm that (name of company) is under contract to (government organization) under contract number (cite the entire number/designator) and requires permission to land at Naval and Marine Corps air installations in order to perform under the contract.  The contractor’s purpose in using the air installation is related to the contract because (state how the contract requires the contractor to use the air installations.)  The air installations involved are: (list each by name and city and state or state “all CONUS air installations”).


This contract runs through (date of end of current contract).  I am the designated Contracting Officer’s Representative for the contract.   Attached is the contract award form (include the award letter or award form.)








(signature)








Contracting Officer’s Representative








(name, printed/typed)








Telephone no._____________

