CITY HALL 8500 Santa Fe Drive [image: ]
Overland Park, Kansas 66212
PHONE 913-895-6000
OPKANSAS.ORG




[Month, Date, Year]

[Project Name]
First Public Information Meeting

Dear resident:

You are invited to attend a public informational meeting to discuss [Project Name] which will occur in the [Name] neighborhood in [Year]. This project consists of [short project description].
This meeting will be virtual. City staff and [Company Name], the consulting engineering firm hired to design the improvements, will be available to answer questions regarding project details. You can join the meeting on [Month, Date, Year] using the online meeting information below:	Comment by Morgan Stoyanov: Is this still accurate for virtual? Please adjust if needed.
[Virtual Platform]
[URL]
[Call-in Information]
This is the first of several public information meetings regarding the project, and we encourage you to attend. If you have neighbors interested in the project who did not receive this letter, they are welcome to attend as well. 
If you have any questions, you can contact me at [Phone Number] or [Email Address]. If you require a language interpreter or hearing assistance, please let me know at least 48 hours before the meeting.
Sincerely,

[Project Manager]
[Title]

Attachments:  [List if applicable]
Email:  
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