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I. CONTENT   

 

 Each email must include the following attachments: 

o Letter of Request – prepared on company/agency letterhead & scanned as PDF. 

o Plans/drawings, vicinity map, Thomas Bros page & grid, and any other pertinent 

information per the 1992 Coordinating Procedures. 

 Email Subject Line must read:  

o “A Plan – project name & project number” (for public works projects), or 

o “Utility Conflict Letter – project name & project number” (for private 

development projects) 

 Recipient of electronic A Letter 

o Each utility or agency contact shall provide a current email address (general email 

box or specific person) to be used for the electronic submittal process. 

II. FORMAT 

 

 File type for plans & Letter of Request – PDF (legible when printed on 11” x 17”) 

 No established maximum file size.  If file is too large to send, mail a hard copy and 

send an email explaining the situation.   

III. REVIEW / RESPONSE TIME 

 

 The review period will remain at 15 days, the same as hard copy submittal. 

 The review period will start on the date the email was sent with attached files that are 

printable and readable, not necessarily when the original email was sent. 

 If a utility / agency cannot send electronic files due to their security policies, then 

they will send a hard copy response and notify the originator via email that a response 

was mailed. 

 

 

 

 

 


