{Letterhead}

{Date}

{Utility Company Address}

RE:  Pre-construction Meeting, {Town}, {Location}, {PIN}
Dear {Addressee}:

A pre-construction utility meeting for the subject project has been arranged for {Date, Time and Place of Pre-construction Meeting}.  The purpose of this meeting is to discuss the coordination of work between the contractor and the utilities and any additional considerations or concerns that may exist.  Your attendance at this meeting is critical to the success of the project and greatly appreciated.

If you need any additional information, please feel free to contact me at {Phone Number and Email}. 









Very truly yours,








{Project Manager or LAP Rep}

cc: 
{MDOT Utility Team Member}


{MaineDOT Project Manager}
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