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February 5, 2013
Memorandum to:
name, Supervisor  (via e-mail)



name  Group

From:


Deborah Hutchings, PE, CPM



State Traffic Forecast Engineer

Subject:

Traffic Forecast REVIEW  Request




Project  B-1111;  Wake County



SR 1010



WBS # 17124.1.1
Attached are copies of the forecast and documentation for the subject project.   This forecast was prepared by forecaster’s name.     

· Please review the project and provide comments as quickly as possible, but no later than 3 p.m. on  2/19/13.  
· Comments are to be sent electronically (Word file, not PDF) sent to all of the following three people:  the person who did the forecast; their supervisor; and myself.  
· Use the most recent Form located on S drive (Traffic Forecast Tools/Forecast Templates/  REVIEW comments Template INTERNAL.doc) for your comments.
· A prompt response is necessary whether or not there is a comment.  If a timely response is not received, it is understood that the forecast will be supported by you / your staff.
Additional Information:

It is the responsibility of the Planning Units to provide a cursory review of the overall acceptability of the forecast, including but not limited to; spot check balancing; and verification of consistency with recent planning activities within the area.  
It is the responsibility of the Forecasting Units to provide a cursory review of the overall acceptability of the forecast, including but not limited to; spot check balancing; and verifying consistency with recent forecasts within the area.  
If you require additional information or documentation, you may contact the forecaster directly.  If you have any questions, please do not hesitate to contact me.

Cc: (via e-mail) 
forecaster 


Forecaster’s supervisor
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