[bookmark: _GoBack]Plan Revision Memo electronic submittal, sent by the Section Engineer.
You can use the sample email below to paste the text and cc list into your email (add any information listed in red).  

From: Your name will appear here automatically (Section Engineer)
Sent: Date will appear automatically
To:  District Engineer 
Cc: Kennerly, Michael [DOT]; McDonald, Norman [DOT]; Mulder, Greg [DOT]; Assistant District Engineer, Resident Construction Engineer
Subject: Insert Project Number – Plan Revision, Letting date:  (XXXXX)
Plan Revision
        	County:
        	Project:
        	PIN:

This memo is to inform you of an upcoming plan revision for this project.  The revision will involve ______.

If you have any questions or comments feel free to email me. 

