LOCAL PUBLIC AGENCY PROJECT INITIATION SAMPLE LETTER
Place on Sponsoring Agency’s Letterhead
*Note: All items in red should be removed and replaced with the information being requested prior to submitting the ADOT Local Public Agency Section for initiation. 
All requests should be emailed to the ADOT Local Public Agency Section through the centralized email LocalPublicAgencySection@azdot.gov.
(Insert Date)
ADOT Local Public Agency Section
205 S. 17th Ave. Mail Drop EM11

Phoenix, AZ 85007
Re:   
Request for Local Government Project Initiation

Sponsoring Agency:

Project Name (As shown in the TIP): 


Project Location: (As shown in the TIP)

COG/MPO TIP ID Number(s) (List for all phases programmed): 


Funding Type:  (Insert Type of Funding: HSIP/TAP/STGB/Off-System Bridge/Etc.):  

To Whom It May Concern: 
On behalf of the (Insert sponsoring agency’s name), I am writing to request initiation of a local public agency project and assignment of a Federal project number and an ADOT project number for the above referenced project.
Attached is a copy of the current (Insert COG/MPO) Transportation Improvement Program (TIP) page, highlighting all phases of the project. All phases of this project have been approved and programmed for funding in the amount of $ (Insert total amount of requested funding).
Attachments include:  

*Note: All initiation requests that are submitted to the ADOT Local Public Agency Section will be returned without action unless all items listed below are submitted with this initiation letter.


ADOT LPA Project Initiation Form (formally known as the LPA Project Data Sheet)

A legible copy of the local MPO/COG TIP page, with project highlighted and all phases shown
A scoping letter that includes: 
· Project Name(As shown on TIP)
· Functional Classification Type
· Scope of Work (Establishes the three major components of a project agreement: scope, budget, and schedule. The project description should provide sufficient detail for the applicable phase of work (e.g., preliminary engineering (PE), right-of-way (ROW), construction, or other), specified work to be performed, and specific location limited to the specific work for which the Project Sponsor is requesting authorization. A clearly defined project scope and schedule provide financial controls and mitigates the risk of unauthorized activities occurring which could result in non-compliance with Federal requirements and is used in the development of an Intergovernmental Agreement. A third party (e.g., the public, Congress, auditors, Office of Inspector General, etc.) should be able to understand the scope of work for the project and its limits from the information in the project agreement. The total project cost must account for all costs for the authorized work from all sources—Federal, State, local, private, and donations, and non-participating costs, and include the ADOT Project Design Administrative (PDA) fees.  
Supporting Documentation (Type of supporting documentation will vary depending on the type of project. Sponsor may provide a copy of the COG/MPO funding application or workbook, Scoping Document, Cost Estimate Tool, Project Assessment (PA) or any other planning documents that gives details about the project and supports the scope, schedule, and budget).

ADOT Functional Classification Map, available on the ADOT Webpage (https://azdot.gov/maps#Functional-Maps)


Project Location Map that shows beginning and ending termini of the project
Please contact us if you have any questions regarding this request or require additional information. Thank you.

Sincerely,

Project Manager Name

Title

Agency

Address 

City, AZ, Zip code

Phone Number

Email address

Rev. Jan 2020

