Example

MEMO TO:
Name


Director


Division of Highway Design

ATTN: 
Name


Plan Processing Branch Manager  


Division of Highway Design

FROM:
Name


TEBM for Project Development


District ?
BY:

Name


Project Manager


District ? Design

DATE:
Date
SUBJECT:
Final Plans Submittal
_________ County  


Reconstruct KY-22 from KY-329B to Abbott Lane including the termini 



intersections of KY-22 @ KY-329B and KY-22 @ Abbott Lane (Bridge 



Hill) (12CCR) (14CCR)



STPM 5140 (038)



FD52 093 022 003-006


MARS No. 5941503D



Item No. 5-0304.15

Submitted herewith are the following: Original Grade, Drain, and Surfacing Plans (in 22” x36” pdf file format) for the subject project.  Also included are the Final Plan Submittal Form, the Construction Cost Estimate, the Communicating of all Promises (CAP), KY-CTDS, Electronic Files Checklist, a signed copy of the TMP, a signed KPDES form NOI-SW, and the KYTC BMP plan form and List of Plans. 
· The WQC and Corps permit will be supplied by Danny Peake and placed in PW folder.

· There is no Railroad involvement on this project.

· Traffic Signals are not required on this project.

· The Project is not classified as “Significant” and is off the National Highway System. 

· Tree Cutting Restriction: Trees to be removed during construction shall not be cut between March 31, 2015 and October 15, 2015, inclusive. Tree cutting shall act in accordance with the agreements between Kentucky Transportation Cabinet and the United States Fish and Wildlife Service.
Please feel free to comment on any of these other possible Proposal Notes if needed:

Liquidated damages


Pre-Bid meeting


Right of Way Certification


Utility Impact Note

Expedite Award Note
Always list any Special Notes to be included in the Proposal: 
SPECIAL NOTE: Alternate Pavement Bid Adjustment can be found in the “Proposal” folder in ProjectWise.
All electronic files for submittal have been placed in ProjectWise in appropriate subfolders in the following location:
pw:\\KYTCP00W02.kytc.ds.ky.gov:KYTC-Main\Documents\Projects\District 05\05-0304.15 - OLDHAM - KY 22 from KY 329B Abbott Ln (KY 2858)\Milestones & Submittals\Contract Plans and Proposal\
Always include the recommended Contract Time.

The scheduled letting date for this project is December 12, 2014 and it is recommended that the “fixed completion date” of May 15, 2016 be applied.  

If you have any questions or need any assistance, please do not hesitate to contact me.

*Place this Memo in ProjectWise in the Milestones & Submittals/Project Emails & Correspondence folder.

