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Introduction
 Meetings of which the public is encouraged to 

attend.

 Meetings include information about the proposed 
project and offers an opportunity for the public to 
voice any concerns and/or questions.

 Three types of Public Meetings:
 Public Input Meetings
 Public Hearings
 Public Information Meetings



Introduction
 Interested individuals may be informed through a 

mailing within the project corridor.

 Direct mail, posters, public service 
announcements, paid advertising, or other means 
of advertising is useful when informing the public 
about the meeting.

 Agencies, officials, groups, or individuals that have 
expressed interest in the project shall be informed 
by mail.





Notifications
 Proper notification is important to allow the public  

ample opportunity to attend a Public Meeting.

 The following will allow that adequate notification 
is given to the public:

Legal Display Advertisement
Press Release



 A Legal Display Advertisement of a Public Meeting is 
published once in the official county newspaper in the 
area of the project.

 The publication must be 15 to 21 calendar days prior 
to the Public Meeting.

 The contact person is defined on the following slides 
under process for submitting Legal Display 
Advertisement    

Legal Display Advertisement



 Consultant Projects – Design Division

Submit copy to the NDDOT Technical Support Contact 7 to 
10 calendar days prior to the publication deadline

Technical Support Contact will review and provide 
comment to the consultant

The consultant will coordinate with newspaper(s) on 
publication and will obtain affidavit of publication for 
inclusion in the environmental document

Legal Display Advertisement



Legal Display Advertisement
 Consultant Projects – Local Government Projects

Submit copy to the Local Government Technical Support 
Contact 7 to 10 calendar days prior to the publication 
deadline

The Local Government Technical Support Contact will 
review and provide comment to the consultant

The consultant will coordinate with newspaper(s) on 
publication and will obtain affidavit of publication for 
inclusion in the environmental document



Legal Display Advertisement
 District Design Projects

If a District needs to conduct a Public Meeting, direction 
shall be taken from Design Division when scheduling and 
submitting Legal Display Advertisements



Legal Display Advertisement
 Projects in Bridge and Design Division

The environmental document author will submit a copy to 
the appropriate Section Leader (Bridge) or Program 
Manager (Design)

The Section Leader or Program Manager will review and 
provide comment to the environmental document author

The environmental document author will coordinate with 
newspaper(s) on publication and will obtain affidavit of 
publication for inclusion in the environmental document



Legal Display Advertisement
Templates can be found at:
http://www.dot.nd.gov/manuals/design/designmanual/reference-forms.htm

http://www.dot.nd.gov/manuals/design/designmanual/reference-forms.htm�


Press Release
 A Press Release needs to be submitted for all Public 

Meetings.  

 The Press Release will be distributed 5 to 7 calendar 
days prior to the Public Meeting.

 Templates can be found on the web at 
http://www.dot.nd.gov/manuals/design/designmanual/reference-forms.htm

http://www.dot.nd.gov/manuals/design/designmanual/reference-forms.htm�


Press Release
Press Release Example

Other examples include:
-- TV
-- Newspaper
-- Radio



Press Release
 Consultant Projects – Design Division

Submit copy to the NDDOT Technical Support Contact 14 
calendar days prior to the Public Meeting

Technical Support Contact will review and forward to the 
Administrative Assistant in Design Division

The Administrative Assistant in Design Division will submit the 
Press Release to the Director of the Communications Division

The Director of the Communications Division will review and send 
to the appropriate media and provide an email receipt to the 
Administrative Assistant in Design Division to be included in the 
Environmental Document



Press Release
 Consultant Projects – Local Government Projects

Submit copy to the Local Government Technical Support Contact 14 
calendar days prior to the Public Meeting

The Local Government Technical Support Contact will review and 
submit to Local Government Program Manager

The Local Government Program Manager will review and submit to 
Director of the Communications Division

The Director of the Communications Division will review and send 
to the appropriate media and provide an email receipt to the Local 
Government Program Manager to be included in the Environmental 
Document



Press Release
 District Design Projects

If a District needs to conduct a Public Meeting, direction shall 
be taken from Design Division when scheduling and 
submitting Press Releases



Press Release
 Projects in Bridge and Design Division

The environment document author will submit a copy to the 
appropriate Administrative Assistant 14 calendar days prior to 
Public Meeting

The Administrative Assistant will review and submit to the Director 
of the Communications Division 

The Director of the Communications Division will review and send 
to the appropriate media and provide an email receipt to the 
appropriate Administrative Assistant to be included in the 
Environmental Document



**  NOTE  **
 The days needed in order to submit the Legal Display 

Advertisement and Press Release is a guideline in the design 
manual.  

 You probably want to submit these a few more days than stated 
earlier in the presentation.  The advertisements need to be 
reviewed by the certain departments, and then sent into the proper 
media at a specific day – which can take longer than expected.  
So make sure that you stay on top of this, to make sure the 
advertisement and press release get to the media on the proper 
day so it’s in the paper at the appropriate day for notifying the 
public about the meeting.





 The following should be considered when scheduling 
a Public Meeting:

The building in which the Public Meeting is held shall be accessible 
to the mobility impaired

Avoid holding meetings on Saturday, Sunday, or Wednesday 
nights, to avoid conflicts with religious activities 

Public Meetings should be scheduled for a minimum of two hours 
and the personnel conducting the meeting need to stay the entire 
time

Scheduling



Scheduling
 The following should be considered when scheduling a 

Public Meeting:

If the project impacts any floodplains and/or wetlands, a statement 
describing these impacts must be included in the Legal Display 
Advertisement and Press Release.  This is in accordance with 
Executive Orders 11988 and 11990

The presentation or displays must also describe the floodplain and/or 
wetland impacts



When is a good time?
 When deciding on a day to have the meeting – try to 

schedule it at a time convenient for most of the public 
to attend.  For instance, check the local calendar for 
other public events taking place during that time period.

 A two hour minimum is required for length 
of meeting.

 The evening is often the best time to hold a meeting –
it offers the public time to get off work, and time to 
gather comments and/or questions to discuss at the 
meeting.



Title VI – What is it?
 Title VI – Nondiscrimination in Federally Assisted 

programs & Activities – or simply put, preventing 
discrimination

 The goal of Title VI is to eliminate barriers and conditions 
that prevent minority, low income, LEP, and other 
disadvantaged groups and persons from receiving access 
and participation from Federally-assisted programs, 
services and activities.

*LEP : a person who does not speak English as their 
primary language and has limited ability to read, speak, 
write or understand English



ADA Compliant
 The public meeting is to be held at a location that 

is ADA compliant, with up-to-date ramps, 
elevators, parking, etc.

 However – some small towns may not be ADA 
compliant, which could make it difficult when 
finding a place to hold a meeting.  Coordinate with 
the city to find the best possible location for 
holding a public meeting.



Conducting a Public Meeting
 Public Meetings should be held at a place and time that are 

convenient for citizens that are affected by the project.

 The following are two common formats of which to conduct a 
public meeting:

Traditional format
Open-house format



Conducting a Public Meeting
 Traditional Format

Commonly used at meetings designed to introduce a project, present  
alternative alignments or designs, or discuss potential social, environmental, 
and economic impacts.

Format usually consists of a presentation 
(video and lecture), followed by a discussion 
period with the audience.

 However, this format may cause a sense of separation between the speakers 
and the members of the public, therefore resulting in less feed back from the 
public.



Conducting a Public Meeting

 Open-house Format
This format is becoming more popular when dealing with the public on a one-to-one
basis.  It allows people to express their thoughts and concerns without having to make a 
public speech.

Participants are encouraged to:
-- Read the meeting brochure
-- Ask Questions
-- Review exhibits
-- View a video
-- Interact informally with each other and with representatives present
-- Send in a comment letter or card to repeat concerns discussed at the

meeting



Public Meeting Response Period 

 There is a 15 calendar day response period following the 
public meeting in which the public may send written 
comments to the city, county, or NDDOT, depending on who 
developed the project.

 Comments that are received during the meeting should be 
compiled at the end of the comment period and incorporated 
into the environmental document in the appendices.





Public Input Meetings
 Public Input Meetings provide early opportunity for the public 

and other agencies to comment on the need for the project, 
suggest alternates, and identify areas of concern.

 The decision to hold a Public Input Meeting should be 
discussed at the field review and/or management 
presentation meeting.



Where to hold Input Meeting?
 Input meetings may be held either jointly with other meetings 

such as city council, city planning commission, county 
commission, etc., or a special meeting called specifically to 
discuss a given project.

 The environmental document author will coordinate the 
meeting location and time, advertise the meeting, prepare 
informational handouts and exhibits, and conduct the input 
meeting.



 Exhibits – display exhibits that include information about the 
project that the public can view on their own

 Layouts – possible layouts of the
project area

 Maps – important maps of project area

 Handouts – a handout offers the same information displayed at 
the meeting, but allows the public to take home to help 
remember what was discussed at the meeting

 Sign-In Sheet

 Comment Sheet

What to have at meeting?



Example of Exhibits



Example of Exhibits



Example of Exhibits



Example of Exhibits



Example of Handouts



Example of Sign-In Sheet



Example of Comment Sheet





Public Hearings
 Public Hearings are held to discuss the proposed 

improvements and their social, economic, and environmental 
impacts.

 They are open discussions of the purpose and need for the 
project and any alternatives which are to be considered.

 A Public Hearing may be required if the given project has 
certain circumstances.  A list of these conditions can be 
found in the NDDOT Design Manual.
http://www.dot.nd.gov/manuals/design/designmanual/chapter2/DM-2-04_tag.pdf

http://www.dot.nd.gov/manuals/design/designmanual/chapter2/DM-2-04_tag.pdf�


What to include at meeting? 
 Exhibits – have exhibits displaying proposed 

project details.

 Slide Show / Video – have a 
slide show or video playing 
with the proposed project 
details for the public to view on their own.

 Flyer – have a flyer located where the public 
enters so they can have the important details 
discussed at the meeting at home.



What to include in Slide Show / Video?

 Detour Routes
 Tree Removals
 Typical Sections
 Project Funding
 Project Timeline
 Scope of Work
 Pictures 
 History of projects in the area
 Diagrams or drawings of proposed design – to give the 

public a visual idea for a possible better understanding

 Any other important information or items of interest for the 
project



Opportunity for Public Hearing

 An “Opportunity for Public Hearing” is used when 
a Public Hearing is required, but interest in the 
proposed project is limited and the project is not 
controversial.

 It is basically trying to determine if a Public 
Hearing is of interest to anyone.



Transcript of Public Hearing
 Contains information about the Public Hearing such as:

-- When and where it was held
-- Affidavit of publication including a copy of the Public 

Hearing Legal Display Advertisement
-- Press Release
-- An explanation of the Public Hearing
-- A copy of any handouts
-- A list of the exhibits presented
-- A copy of the roster
-- A copy of all comments received
-- Any other important information about the hearing



Post Hearing Meeting 
 Usually held approximately 30 calendar days after the 

hearing is held to discuss the project concept, 
alternatives, and public testimony.

 The purpose of this meeting is to make 
recommendations to executive management.



Summation of Public Hearing and 
Decisions Document

 A document that contains recommendations – prepared after 
the Post Hearing Meeting.

 This document should address all comments received and 
include the following information:

-- certification page
-- project overview
-- summary of Public Hearing
-- summary of comments received from the Public 

Hearing
-- proposed alternatives
-- cost estimate and construction schedule
-- decisions section 
-- any other important information 





Public Information Meetings
 The purpose of Public Informational Meetings is simply to 

inform the public of project proposals – NOT to receive input 
from the public.

Be sure to make sure this distinction is made clear on 
Press Releases advertising the meetings



Making Arrangements for Public 
Meetings

 A simple checklist is helpful to schedule public meetings:

 Review needed preparation time for information, pamphlets and exhibits, 
and adjust time frame accordingly

 Determine desired individual representation at the meeting

 Determine time that will work with the local representation

 Clear with local calendar, check for other events that will influence public 
attendance (i.e. sporting events, religious holidays or activities)

 Reserve location (ADA compliant)

 Make audio and visual equipment arrangements if necessary



Environmental Document 
Availability

 The environmental document, along with any applicable 
supplemental reports, must be made available for public 
viewing at the NDDOT district office appropriate to the 
project location and at the NDDOT central office on the day 
the ad appears in the newspaper.  



Sources

o Cadd Standards
http://www.dot.nd.gov/manuals/design/designmanual/designmanual.htm

o NDDOT Title VI Training Presentation

http://www.dot.nd.gov/manuals/design/designmanual/designmanual.htm�
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