
Suggested Template for Capital Grant Cover Letter 
 
 
Introduction: 
With the endorsement of MICUA, ___________ seeks a State matching grant of $_____ 
for fiscal 2024 to construct/renovate __________________________ (name/type of 
facility).  The total project cost for this facility will be $_______.    
 
Project Description:   
The project description should include details of how this project complements the 
mission of the institution and how it will enhance the academic program.  Indicate whether 
the project involves acquisition, new construction, renovation, addition, infrastructure, or 
a combination of these types.   
 
Justification/Problem:   
The justification for the project should explain why the facility is needed.  Describe the 
problem on campus (e.g., outdated laboratories or shortage of classroom space) and the 
advantages the project offers to the institution and to the State.  Identify the problems with 
the facility's condition, such as nonconformance with fire, safety, health, handicapped, or 
other code requirements.  Describe how the facility problems impact academic plans and 
programs or accreditation standards and reports.   
 
Benefits to the State:   
Include details about academic programs (e.g., teaching and/or nursing that address 
workforce shortage areas in the State or unique programs that are not found at other 
institutions in the State); collaborative projects with other public and private institutions in 
the State; partnerships with Maryland businesses and/or State agencies; community 
service activities; community redevelopment initiatives; etc. 

 
Financing Plan:    
How will the institution raise funds to complete project (e.g., capital campaign, borrowing, 
etc.)?  How much does the institution have in hand?  How will the institution certify the 
matching requirement? 
 
Timeline:     
Include estimated schedule for design, construction, and completion of project. 
 
Conclusion: 
We sincerely appreciate the past support of the State of Maryland.  Thank you for your 
consideration of this project, which will have a positive impact on the institution and the 
State. 
  



Cover Letter—List of Recipients 
 
Identical cover letters should be addressed to: 
 
The Honorable James D. Fielder, Jr. The Honorable David R. Brinkley 
Secretary  Secretary 
Maryland Higher Education Commission Department of Budget and Management   
6 North Liberty Street 45 Calvert Street  
Baltimore, MD  21201 Annapolis, MD  21401  
 
 
On the letter to Secretary Fielder, show “cc” to: 
 
Geoff Newman Sara Fidler  
Assistant Secretary President 
MHEC  MICUA 
 
Daniel Schuster 
Finance Policy Analyst  
MHEC 
 
 
On the letter to Secretary Brinkley, show “cc” to: 
 
Teresa A. Garraty Sara Fidler 
Executive Director President 
Office of Capital Budgeting  MICUA 
 
Kwame Kwakye  
Budget Analyst 
Office of Capital Budgeting 


