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[Revised March 2014- Level 1 Letter to Designer with or without Notice] 

Date
Consultant PM 
Consultant Corporate Name 

Consultant Corporate Address

Jersey Town, NJ zip code  

RE:
Designer Review- During Construction  

State Route, Project Name 


Project Location, Location County
Dear Mr. (Ms.) Design PM’s name:

An issue has been identified during construction relating to…[PM/RE jointly provide a short description]…which may or may not require the Design/Project Documents to be addressed, depending upon the surrounding circumstances which are ultimately determined. (Your firm had been previously advised about this issue by…on date). - [Last sentence optional]
The Contractor has, under Specifications Subsection 107.12, submitted the attached “Notice” of claim. 

*[PM will add or delete the above sentence dependant on the attachment]*

A review has begun by the Department regarding the above mentioned issue. Please allow this letter to serve as a formal request by the Department for your assistance in identifying the cause, responsibility, and necessary corrective action to rectify the issue. 

If you believe that the issue cited does not require the Design/Project Documents to be addressed, please provide a written response detailing your position. 

Please contact me upon receipt of this request to discuss your response. Thank you.

Sincerely, 

name
Executive Regional Manager

Division of Project Management

Attachments 
bc: 
name, Project Manager

     
name, Resident Engineer

     
name, Field Manager

name, Secretary, Department Claims Committee

name, Engineering Team Leader, FHWA [only when FHWA funding
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