Last Updated 6/18/20

CTP DOCUMENTATION (REPORT) DISTRIBUTION

DRAFT Distribution
The draft documentation goes to those listed in the table below.  Copies should be limited to those who can review and give valuable input.  The number of copies will ultimately be determined by the number of jurisdictions that will need to review the draft and where copies may need to be made available locally according to the Public Involvement Plan.  The draft documentation should be accompanied by an email or cover letter requesting comments by a specific date.  In cases where sending digitally only, the email should offer to send a hardcopy upon request, if the recipient wants one.  Once the comment period is over, the documentation should be finalized and sent to reproduction in .pdf format for printing. (Electronic copy of the Print Request Form and the report in .pdf format should be emailed to DOT.PrintingServices@ncdot.gov) 

	Recipient
	Paper
	Email

	BOT Member(s)
	Min.11
	Y

	City and/or County Contact(s) [all adopting areas]
	Min. 21
	Y

	Division Engineer, DCDE, DPE*
	n/a
	Y

	District Engineer
	n/a
	Y

	Division of Bicycle and Pedestrian Transportation
	n/a
	Y

	Rail Division – Planning   
	n/a
	Y

	Public Transportation Division  
	n/a
	Y

	Public Inv., Community Studies & Viz.(PICSViz) Group Leader
	n/a
	Y

	Communications Office Director
	n/a
	Y

	Office of Civil Rights (OCR) Director
	n/a
	Y

	RPO Contact
	n/a
	Y

	Any others
	TBD
	TBD


*DCDE- Division Corridor Development Engineer, DPE- Division Planning Engineer
FINAL Distribution (Internal)

The final distribution internal to NCDOT will be via email (including web link) to NCDOT Employee News.  This will cover most NCDOT recipients, plus the others as listed below.
	Recipient
	Paper
	Email

	TPD Web Designer (electronic files to post on web)*  
	n/a
	Y

	NCDOT Employee News at employeenews@ncdot.gov
	n/a
	Y

	Communications Office Director 
	1
	Y 

	Division Engineer
	1
	Y 

	TPD Files (Room 447), also flash drive (see ‘CTP Close Out Procedure’ for further instructions)
	62
	n/a

	TPD Director
	1
	Y 


*Ensure files are posted on the website prior to sending the rest of the distribution.
FINAL Distribution (External)

Except as noted, the following will receive a cover letter with the report which should guide them to the TPD website.  The distribution addresses are listed below the table.

	Recipient
	Paper
	Email

	1. FHWA – Planning and Program Development 
	n/a
	Y

	2. RPO
	Min.11
	Y

	3. Municipal and/or County Contact(s) [all adopting areas]
	Min.11
	Y

	4. Federal Aviation Administration
	13 
	N

	5. NC Depart. of Commerce- Economic Development
	n/a
	Y

	6. US Housing and Urban Development
	1 
	 N

	7. NC State Publications Clearinghouse
	10
	Y


NOTES 
~Email copies means that a link may be provided in the email to the site on Connect where the CTP documentation (report) is posted (instead of attaching the document, which may exceed file size limits).

~ Total number of hard copies typically needed for final distribution is approx. 25
Footnotes:

1.   Min. = Minimum; Additional copies may be needed.  
2. One copy should be unbound.  The unbound copy, 4 bound copies and 1 master digital copy on flash drive are to be placed in locked cabinets in TPD File Room 447.  The other printed copy is to be placed in the Study Closeout Box, as described in the CTP Close Out Procedure (along with other information including another flash drive that contains another digital backup copy of the report as well as other information.  Refer to the CTP Close Out Procedure for detailed instructions on closing out the study).
3. Send only if applicable (i.e. there are airport facilities in the planning area).
Addresses for External Distribution:

1. FHWA – Planning and Program Development Manager (cover letter & link to plan via email ONLY)
2. RPO (via US mail)
3. City and/or County Contact(s) (via US mail)
4. Federal Aviation Administration (Send only if project in CTP affects major airport, via US mail)
Southern Regional Office
1701 Columbia Avenue
College Park, Georgia 30337 

5. NC Department of Commerce (Cover letter & link to plan via email ONLY)
Susan Fleetwood, Executive Director of Economic Development: sfleetwood@nccommerce.com 
6. US Department of Housing and Urban Development (via US Mail)

North Carolina Field Office, Asheville Building

Attn: Field Office Director

1500 Pinecroft Road, Suite 401 

Greensboro, NC 27407-3838 

7. NC State Publications Clearinghouse: 4640 MSC, Raleigh, NC 27699-4600 

· Use following transmittal form for paper format (send a copy of the form to NCDOT, Public Information Office via Inter-Office mail)
      
" 
http://statelibrary.ncdcr.gov/ghl/handouts/PublicationsTransmittalForm.pdf

· 
The email and digital copy should be emailed to slnc.digitaldocs@ncdcr.gov

** DO NOT MAKE ANY EXTRA COPIES**
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