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February 8, 2013
Memorandum to:
Assigned Forecaster    (via e-mail)



X Group

From:


Deborah Hutchings, PE, CPM




State Traffic Forecast Engineer

Subject:

Traffic Forecast Request  




Project  B-1111;  Wake County



SR 1010




WBS # 17124.1.1
Attached is a copy of a traffic forecast request for the subject project, located within the area covered by the Geographic Group.  This project is being assigned to you after discussion with your supervisor.  

The Transportation Planning Branch on-line Procedures Manual provides direction on Branch requirements for the development of a Traffic Forecast.  The “Traffic Forecast Tools” file on the S drive supplements the Procedures Manual and provides templates and / or samples for many of the required products.  (Items marked below with an asterisk have templates / forms or instructions which should be used.)
· Prior to 2/22/13, provide the Contact Memorandum*  via e-mail to the requestor, your supervisor and me (use S drive procedures to establish the Due Date*).   
· The date of the Forecast Request for this project was 2/5/13. 
· It is the responsibility of the Forecaster to provide volumes which can be used for the  BY NB, FY NB, and FY Build scenarios, plus any needed by the requester.  
· As the Assigned Forecaster,  you are responsible to provide appropriate scenarios which will allow for interpolation, even if not requested.   
· Please copy me on the request for traffic counts from TSG, as I am required to log the date of the request.   

· Submit required documentation to me to initiate the clock on the formal review ONLY after your supervisor has completed their review; and you have addressed all comments.  Please send via e-mail  (forecast documentation includes the Cover Letter, Diagrams, and Report – they should each be a separate file; format may be either PDF or .doc).   (Products sent after 3 p.m. are considered received the next working day.)
· Do not distribute the final forecast unless you have heard from all reviewers (myself and Planning / Forecast Group)and resolved issues raised.  If you have not received initial comments from one of the reviewers, and the review deadline has passed, it is not necessary to delay distribution.  
If you have any questions, please do not hesitate to contact me.

CC: (via e-mail)
name, Supervisor, Traffic Forecasting    


name, Supervisor, Planning Group


name of Requester
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