Key Points for Response Letters
August 2010
1. Check your grammar and spelling.

2. Keep in mind that these should be customer-friendly. Strive to give genuine responses, not jargon and standard paragraphs.
a. It is acceptable to use the first person “we” instead of the third person “GDOT” in the responses where appropriate.
3. Please refer to our organization as “GDOT,” as that is what the Style Guide indicates.
a. What is most important is to be consistent throughout.
4. Put comments in italics and GDOT’s responses in standard font. 
5. The first time you use a word that will have any acronym or abbreviation, put that abbreviation in parentheses following the word, and be consistent using that language throughout.
6. If comments are received that should be addressed to a local office, etc, state that the comments will be forwarded, and copy them on the letter.

a. If you mention anyone by name, also copy them on the letter.

7. Send custom letters where appropriate.

a. for example, specific questions about individual property

8. If local project, make sure they are credited “in conjunction with GDOT.”  
9. Always refer to project and project elements as “proposed,” and give preference to “would” over “will.” 

10. Don’t say something is impossible, design wise, unless it actually is. 

a. Go beyond saying that the typical section complies with AASHTO standards. Explain why the current decision is considered superior. 

11. Be careful discussing project schedules. As a general rule…
a. First preference is to state: “The project is currently scheduled in the State Transportation Improvement Plan to begin construction within Fiscal Year 2008 (July 1, 2007-June 30, 2008).”
b. Where it is not possible to refer to the STIP, use management directed dates, but again don’t give the exact month, rather “Fall 2008” or the appropriate season.
12. Gerald recommends that we consider the following guidance from the AASHTO Technical Committee on Geometric Design:
a. avoid words like must, critical, shall, required, or necessary, except when addressing legal requirements
b. use the phrase where practical instead of saying where possible or where feasible

c. reduce the number of sweeping statements about safety; avoid saying that some particular action “improves safety” and instead say that it “reduces crash frequency and severity”
