(MUNICIPAL LETTERHEAD HERE)

January 2, 2018
RE: (Transportation Project Name & Number Here) - Parcel # (Parcel Number here as listed on Detail Sheet)  – (Property Owner Name Here) 
(Property Owner 
Property Owner’s Mailing Address)
Dear Mr. (Property Owner);
In order to construct the above referenced project, the Town of (Town Name Here) desires to obtain from you certain property rights as described on the enclosed plans and documents. The project involves the construction of a 10 foot wide shared use path along VT15 from Lime Kiln Road in Colchester to Susie Wilson Road in Essex, including drainage improvements, utility relocation, and associated work (Modify to match the description of Town Project).
The project is currently scheduled to begin construction in 2022 and is expected to take one construction season. There is a possibility that, due to a variety of variables, it could go to construction as early as 2020. The project will affect the property you own at (Property Address Here) in (Town Name Here), VT. The proposed acquisitions consist of a permanent easement for a utility push brace, and temporary easements for slope (grading) and general construction activities (modify to match easement being sought). We have estimated the value of these easements at $1,000.00.
Enclosed are:

· A color-coded plan showing the rights requested

· A Summary of Valuation and valuation estimate
· Two Copies of a Warranty Deed of Easement, which you will need to sign in order to be paid (one copy for you to keep, the other to be signed)
· An IRS W-9 Request for Taxpayer Identification Number and Certification form(s)
· A brochure from the Federal Highway Administration (Acquiring Real Property for Federal and Federal-Aid Programs and Projects revised November 2018) explaining your legal rights

· A postage paid return envelope

If you accept our offer as stated herein, please complete and sign the W-9 form(s) and return them to me in the provided envelope.  I will then contact you to make mutually agreeable arrangements to exchange a check for the signed deed.  The Warranty Deed of Easement will then be recorded in the land records.
If you would like to discuss the offer, or have any questions or concerns, please contact me at your earliest convenience. Thank you for your consideration and assistance.

Sincerely,

(Your Name & Contact Info Here)
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