
Date
MEMORANDUM

To:

Insert Name, TPB Branch Manager


Insert Name, TPB Unit Head
From:

Project Engineer


Transportation Planning Branch

Subject:
20XX Initial Draft CTP Report for Generic County
Attached is a copy of the Initial Draft CTP Report for Generic County.  Please review and forward any comments to me no later than close of business on Month, Day Year.  Upon receipt of comments and/or the passing of the due date for comments, I will complete and distribute the Draft CTP Report for external review.

