[Prime’s Letterhead Here]
[Date]

To:
The Department
Address
San Francisco, CA 94102
Ph: (415) 554-1666

RE: CONTRACT NO. and Title. Trade Package No and Title


SUBJECT:	Trade Package/Contract [Number] – Early Retention Release Request for [the LBE]

Dear Mr./Ms./Dr.  _______,

The [Prime Contractor's Name] submits for the City’s consideration the partial retention release request for the Trade Package LBE subcontractor, [the LBE firm name], in the amount of ______ dollars. [The LBE Subcontractor] has completed 100% of its scope on the subject Trade Package as of [date].  [The Prime] will reach the contractual Substantial Completion milestone in [February 2025]; however, it would be beneficial for the LBE to receive its retention as soon as possible. In accordance with SEC. 6.22.j(3):

"(3) The Department Head shall authorize the release of retention, in whole or in part, for work
completed by subcontractors certified by CMD as LBEs. The Department Head shall do so only upon a
written request by the Contractor certifying (A) the work by the certified LBE subcontractor is completed
and satisfactory in accordance with the plans and specifications for the project; (B) the total amount paid to
the certified LBE subcontractor by the Contractor as of the date of the written request and the total amount
of the subcontract; and (C) the amount of retention associated with the work performed by the certified
LBE subcontractor. Following a release of such retention, and in order to calculate retention and retention
withholding from further progress or milestone payments, the City will reduce the total retention required
under the foregoing paragraphs (1) and (2) by the amount paid to the certified LBE subcontractor(s) for
whom the City released the retention. The release of retention under this subsection 6.22(j)(3) shall not
reduce the responsibilities or liabilities of the Contractor or its surety under the Contract or applicable law."

The attached CMD Form 8 constitutes an exit affidavit for the subject trade package, signed by both the Prime and the LBE subcontractor, attesting to the amount invoiced by the LBE, the amount paid to date to the LBE, and any amount(s) still owed by the Prime Contractor (if any).

We kindly ask the [The Department] to expedite the retention release for [the LBE]. Please do not hesitate to contact us if you have any questions in this regard.

Sincerely,

[Prime’s Name]

Attachments:
Form 8 signed by the Prime and by the LBE

