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Requestors and staff can now electronically access PTE information via the M drive (M:\RW\PTE): 

Permit to Enter Log.xls — 
  Track status of PTE letters by Project, obtain ownership contact information (email addresses, 

phone numbers), review special instructions/comments for access to properties. 

Project Folders — 
   PTE Letters- Access/view/download signed and denied letters by APN 
   PTE Exhibits- Access/view/download exhibits by APN 
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Sent to RW 
Acquisition 

Senior 

Requestor decides the contents/purpose of letters 

Requestor determines which parcels are needed 

RW requests resource hours for PTE tasks 

Deliverables 
Sent to RW 

(approved PTE Letter Templates, 
exhibits, ownership information) 

RW adds the list of 
parcels to the PTE 

tracking sheet in the PTE 
log on the M drive. 

RW Receives & 
Processes Returned 

PTEs 
RW updates progress on the tracking log, saves 

returned letters on the M drive, emails/mails 
signed PTE to the owner, and notifies Requestor 

that PTEs are available on the M drive.

Submit PTE Request 
Via intranet 

(https://district11.onramp.dot.ca.gov/downloads/district
11/files/row/PTE%20Request%20Form.pdf) 

OR 
M drive 

M:\RW\PTE\Request for PTE  

RW and/or RWE researches and confirms 
State RW and ownerships. RW finalizes 
PTE Letter Template, customized for the 

project need, for Requestor’s review. 
---------------------------- 

RWE or Requestor prepares pdf maps (as 
needed). 

Scoping Meeting 
Discover the scope, purpose, and 

customer needs for the PTE letters. 
The meeting includes Requestor, 

RW, and RW Engineering (RWE) if 
applicable. 

RW uses mail merge to 
produce PTE Letters. 

RW creates new Project EA 
folder & tracking sheet on 
excel PTE log on M drive. 
PTEs are assigned to RW 

Agents. 
 

RW Sends 
Letters and 
Exhibits to 
Owners. 

file://ct.dot.ca.gov/DFS11/User/RW/PTE
https://district11.onramp.dot.ca.gov/downloads/district11/files/row/PTE%20Request%20Form.pdf
https://district11.onramp.dot.ca.gov/downloads/district11/files/row/PTE%20Request%20Form.pdf
file://ct.dot.ca.gov/DFS11/User/RW/PTE/Request%20for%20PTE



