



Date




Mr./Ms._______________
City and /or County Contact(s)
Address


SUBJECT: 20XX Draft Report for Comprehensive Transportation Plan for Generic County

Dear Mr./Ms.__________:

Attached you will find a draft copy of the 20XX Comprehensive Transportation Plan (CTP) Report for Generic County.  Please review and forward any comments to me no later than close of business on Month, Day Year.  Please contact me if you need more time to review the Draft CTP Report or if you have any questions. Your comments can be sent to me via email 
Project Engineer@ncdot.gov, by telephone at (919) xxx-xxxx, or to 1554 Mail Service Center, Raleigh, NC 27699-1554



Sincerely, 
Project Engineer
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