
{Letterhead}

{Date}

{Utility Company Address}

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

This is my understanding of the issues discussed and the conclusions reached at the pre-construction utility meeting held on {Date, Time and Place of Pre-construction Meeting}.  It is understood that the dates and times agreed upon and summarized herein assume reasonable weather conditions and freedom from emergencies.

The following representatives were present:

Name



Company




Telephone #
{Attendance List}

{Meeting Summary}

I have attempted to summarize our meeting as accurately as possible.  If you feel that any of the items discussed herein are misrepresented in any way, please contact me within ten working days.  In the absence of any corrections or clarifications, it will be understood that these minutes accurately summarize our discussions.  Thank you for your participation and continued efforts in making this a successful project.



Very truly yours,








{Project Manager or LAP Rep}

cc: 
{MDOT Utility Team Member}


{MaineDOT Project Manager}
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