









Via Registered Mail

[bookmark: Text1][bookmark: _GoBack]insert date here

insert name of person
insert title of person (i.e.: Town Manager)
[bookmark: Text4]insert name of municipality (i.e.: Town of Vassalboro)
insert address
[bookmark: Text6]insert city state zip

[bookmark: Text7]Re: insert project name (i.e.: Proposed parking lot at the Maine Criminal Justice Academy)


[bookmark: Text8]Dear insert name of person,

[bookmark: Text9][bookmark: Text10][bookmark: Text11][bookmark: Text12][bookmark: Text13]Pursuant to Title 5, section 1742-B Municipal building ordinances, this letter is to inform you of plans by the State of Maine Department of insert name of agency and the Bureau of General Services to construct insert brief description (i.e.: a small parking lot at the Maine Criminal Justice Academy) in your municipality.  insert text such as: The project has received preliminary approval of funding, an engineering firm has been engaged to develop a Schematic Design, and a site has been identified on the existing MCJA campus.  insert text such as: At this phase the project is projected to be approximately one-half acre in size.  insert text such as: The estimated cost is $80,000 for construction and the 2-month construction phase is scheduled to commence on 23 July 2017.

We ask that you select one of the following options and inform us, with return correspondence, within 45 days of receipt of this letter.  We encourage you to respond as soon as possible.  In your response, you will state that the municipality:
· requires that the project comply with your Building Inspections process (please advise us on what steps we need to take to initiate that process); or
· wishes to conduct a limited or informal review of the project (please advise us what the scope of your review will be); or
· wishes to waive all review of plans, inspections and fees for this project; or
· requests that the deadline for your response to this letter be extended by a given amount of time.
We hope to collaborate with you in the creation of a project that will bring lasting benefit to your town.  Thank you for your reply and your assistance on this important project.  Please contact me with any questions or concerns you may have.

Yours truly,



insert name of agency project manager
insert title of agency project manager


[bookmark: Text16]cc: insert name of Bureau of General Services project manager
insert engineer or architect name
[bookmark: Text18]     

