[image: ]
Date


MEMORANDUM TO:	Drew Joyner, PE
	Human Environment Section
	
ATTENTION:	Jamille Robbins 
	Public Involvement Group Leader

[bookmark: Text2]FROM:	Requester
[bookmark: Text3]	Your Department

[bookmark: Text4][bookmark: Text5][bookmark: Text6][bookmark: Text7][bookmark: Text8]SUBJECT:	Request for Assistance in Scheduling a/an Insert Type of Meeting for Insert Project Description; Insert County; Project No. Insert #; TIP No. Insert #; WBS No. Insert #; Division Insert #

This is to request scheduling a/an Insert Type of Meeting for the above referenced project.  For your information, the project will be processed as a/an Insert Type Environmental Document, which is scheduled for completion in Insert Month Year.  

[bookmark: Text12][bookmark: Text11]I am requesting that How many? meeting(s) be held sometime between mm/dd/yyyy and mm/dd/yyyy.  Priority dates are listed on the request form.

[bookmark: Text9][bookmark: Text13]There will/will not be a Public Officials meeting. Please schedule the Public Officials meeting to begin at Insert Time and reserve the Same facility/Insert another facility for the public officials meeting.  I understand you will work with the Division office and myself in handling all notification concerning the Public Officials meeting. 

[bookmark: _GoBack](Bridge Projects only) 
This project will/will not include an offsite detour.  Please see attached map for more details.

(Consultant Projects only)
This is a consultant project.  Please work with Insert name of Insert Firm's name at Insert phone and email address on this project and include them on any correspondence.  

[bookmark: Text10]Thank you for your assistance in scheduling the meeting.  Please contact me at Insert Phone #/ext, should you have any questions or need additional information.


Attachments:	Request a PM Information Form
		Project Location or Study Area Map
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