<Insert your sponsor number and name>

<Insert your street address or P.O. Box>

<Insert your city, state and zip code>            OR         Use letterhead paper

<Insert the date>                                                                                   

Mary Glassburner
Division of Food Safety & Lodging
109 SW 9th
Topeka, KS 66612                                                                            
Dear Ms. Glassburner:

I am writing to request a variance of Kansas Food Code requirement 3-501.16, hot and cold holding of potentially hazardous foods, for some of the foods we serve at <insert name of site(s) e.g. Sunflower Elementary or USD 100 Central Kitchen>.  As required, I have attached a copy of our Standard Operating Procedure for you to review.  This includes a list of the foods for which we regularly or sometimes use “Time as a Control” procedures.

As required by the Kansas State Department of Education, our food service staff attend food safety training at least once every five years.  This includes training on how to use “Time as a Control” procedures.  We have also received training on using Hazard Analysis and Critical Control Point (HACCP) and maintain temperature logs on all potentially hazardous foods.
If you have any questions or require additional information in order to provide us with the necessary variance, please contact me at <insert your phone number and e-mail address>.  Thank you for your assistance.

Sincerely,

<insert signature>

<insert typed name and job title>
Enclosure
