September 30, 2011
<first name> <last name>
Federal Highway Administration
<address-1>

<address-2>

<City>, <State>  <Zip>
RE:  Concrete Week 2012
Dear <Mr. or Ms.> <last name>,

During April 1-7, 2012 the concrete industry in the United States will be celebrating the contribution that our industry makes to the safety, productivity, and economy of our country. 

This is the inaugural year for Concrete Week.
I would like to invite you or a member of your Federal Highway Administration (FHWA) office to attend a Concrete Week < Tour, Open House, Lecture> at our <facility, university, project>  in <city> on April <date> .  We are a local plant that provides <cement, concrete, or aggregates>, and have worked on many <road, highway, bridge> projects in <state>.  In a typical year we produce over ## tons of <cement, concrete, or aggregates>.  Details of our event are attached.

Your attendance at this event will allow you to obtain a greater understanding of the key material and processes that go into our highways and bridges.
Concrete is the second most prevalent material on earth, second only to water. Nationally, the concrete industry employs over ### workers at over ### facilities providing concrete for schools, roads, dams, bridges, buildings, and water & wastewater pipelines. Concrete provides the backbone of our country’s infrastructure.
Thank you for your support of this local, state, and national program.

Best Regards,

Your Name
Your Company’s Name

Your Address

Your Phone

Your e-mail
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