Local Government coordination guidelines
April 13, 2011

SAMPLE LETTER 1
Sample Initial Contact Letter for Local agencies
(See number 1 on the process above.)
(DOT letterhead- black/white)
(date centered)


(Recipient address)
Jayne Simpskwi, County Commissioner
3400 W. Commercial Boulevard
Fort Lauderdale, FL 33309

Dear (Each City and/or County Engineer:

Subject:	FPID#: 123456-1-52-01
Project Description: Resurfacing Project
Project Cost: $1,000,000
Production Date: 4/01/2008 (Plans package complete)
Letting Date: 9/21/2008 (Open Bids)

This is to advise you that the referenced project has been funded for construction in our 5 year Work Program.

I will be the project Manager for the Department of Transportation for this project. My phone number is 954-555-5555.  Please feel free to contact me to discuss this project in more detail.

The Design Phase of this project should begin in _April /2006____________.  The Estimated construction time will be made available at a later date once a full scope is established.  

The preliminary scope of work for this project is as follows: _____________________
______________________________________________________________________

If you would like to comment on scope of this project please compile all (City/County) comments into one response and submit them to me, either by email or at the address listed on the letterhead. 

Please note:
        if you want to do utility work in advance of/in conjunction with our project we need to know ASAP
        if you want landscaping then a maintenance agreement is required and participation in the cost of any enhanced landscaping will be necessary
        If lighting is required or existing. If you would like decorative lighting then you will need to fund the cost difference between decorative cost and our lighting costs for the project. A JPA will be required
        Additional items to be implemented

Additionally, you will be invited to our “Scoping” meeting to give your input on the scope of the project, prior to the beginning of the Design Phase. 
(if more than 1 page, recipients name, title, date and page 2 must be added to top of additional pages)
Ms. Jayne Simpskwi, County Commissioner
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I look forward to working with you and your staff to meet the needs of your community as well as the safety needs of the Department. 

							Sincerely, 

(return 4 spaces for signature)

							Project Managers name & title 

(return 2 spaces for cc)
cc: Mayor, City/County Manager	




























SAMPLE LETTER 2

Sample Initial Contact Letter for Homeowner’s associations and Chamber of commerce participants
(See number 1 on the process above.)
(DOT letterhead- black/white)
(date centered)


(recipient address)
Jayne Simpskwi, County Commissioner
3400 W. Commercial Boulevard
Fort Lauderdale, FL 33309

Dear Chamber of Commerce or HOA):

Subject: 	FPID#: 123456-1-52-01
Project Description: Resurfacing Project
Project Cost: $1,000,000
Production Date: 4/01/2008 (Plans package complete)
Letting Date: 9/21/2008 (Open Bids)

This is to advise you that the referenced project has been funded for construction in our 5 year Work Program.

I will be the project Manager for the Department of Transportation for this project. My Phone number is 954-555-5555.  Please feel free to contact me to discuss this project in more detail.

The Design Phase of this project should begin in _April /2006____________. The Estimated construction time will be made available at a later date once a full scope is established.  

The preliminary scope of work for this project is as follows: _____________________
______________________________________________________________________

All comments on this project should be directed to the Local agency for discussion with FDOT.)



(if more than 1 page, recipients name, title, date and page 2 must be added to top of additional pages)
Ms. Jayne Simpskwi, County Commissioner
March 22, 2009
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I look forward to working with your local government to meet the needs of your community as well as the safety needs of the Department. 

Sincerely, 

(return 4 spaces for signature)

							Project Managers name & title

(return 2 spaces for cc)
cc: Mayor, City/County Manager

							
 










































SAMPLE LETTER 3

SAMPLE NOTIFICATION LETTER FOR LOCAL GOVERNMENT AGENCIES

(DOT letterhead black/white)
(date centered)


(recipient address)
Jayne Simpskwi, County Commissioner
3400 W. Commercial Boulevard
Fort Lauderdale, FL 33309

Dear (Each City and/or County Engineer,:

Subject: 	FPID#: 123456-1-52-01
Project Description: Resurfacing Project
Project Cost: $1,000,000
Production Date: 4/01/2008 (Plans package complete)
Letting Date: 9/21/2008 (Open Bids)
Design Features Deadline date: 12/1/07

This is to advise you that the referenced project has begun the final design process for construction. This project has been funded for construction in our 5 year Work Program.

The work on this project involves 				(Scope of work)		    The Estimated construction time will be made available at a later date once a plans process is underway.  

I will be the project Manager for the Department of Transportation for this project. My Phone number is 954-555-5555.  Please feel free to contact me to discuss this project in more detail.

Please be aware of the “Decision Deadline date” listed above. That is the date all local agency agreements and design decisions must be finalized in order to incorporate any requested features (Such as landscaping or decorative lighting, etc.) into the plans. If agreements/decisions are not obtained by this date, that component of the plans will be removed and not built as part of this project. 

(if letter is more than 1 page, recipients name, title, date and page number must be added to top of additional pages)
Ms. Jayne Simpskwi, County Commissioner
March 22, 2009
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If you would like to comment on the scope of this project please compile all (City/County) comments into one response and submit them to me by email or at the address listed on the letter. (C/O the project manager)

Please note:
        if you want to do utility work in advance of/in conjunction with our project we 
	  need to know ASAP
        if you want landscaping then a maintenance agreement is required and participation in the cost of any enhanced landscaping will be necessary
        If lighting is required or existing. If you would like decorative lighting then you will need to fund the cost difference between decorative cost and our lighting costs for the project. A JPA will be required.
        Additional items to be implemented.

Additionally, FDOT will hold a Scoping Meeting in the near future to receive input from you on the scope of the project.
	
I look forward to working with you and your staff to meet the needs of your community as well as the safety needs of the Department.

							Sincerely, 

(return 4 spaces for signature)

							Project Managers name & title


(return 2 spaces for cc)
cc: Mayor, City/County Manager		                 
 
 




















 SAMPLE LETTER 4

SAMPLE NOTIFICATION LETTER FOR HOMEOWNER’S ASSOCIATIONS AND CHAMBER OF COMMERCE



(DOT letterhead black/white)
(date centered)


(recipient address)
Jayne Simpskwi, County Commissioner
3400 W. Commercial Boulevard
Fort Lauderdale, FL 33309

Dear Chamber of Commerce and HOA):

Subject: 	FPID#: 123456-1-52-01
Project Description: Resurfacing Project
Project Cost: $1,000,000
Production Date: 4/01/2008 (Plans package complete)
Letting Date: 9/21/2008 (Open Bids)
Design Features Deadline date: 12/1/07

This is to advise you that the referenced project has begun the final design process for construction. This project has been funded for construction in our 5 year Work Program.

The work on this project involves 				(Scope of work)		    The Estimated construction time will be made available at a later date once a plans process is underway.  

I will be the project Manager for the Department of Transportation for this project. My Phone number is 954-555-5555. 

Please direct all comments or concerns for this project to your local government agency.  

I look forward to working with your local government to meet the needs of your community as well as the safety needs of the Department. 

							Sincerely, 

(return 4 spaces for signature)

							Project Managers name & title

(return 2 spaces for cc)
cc: Mayor, City/County Manager		                 
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