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February 3, 2020  
 

“Community Awareness Plan” Guidelines for Lane 
Elimination Proposals  

All lane elimination proposals should include a municipal-level 
community awareness plan (CAP).    The objective of the CAP is to 
notify affected parties, including local governments, property 
owners, residents, tenants, and the public at large, of the 
municipality’s proposed lane elimination and associated project 
components, and the anticipated impact of the project.  The 
guidelines below are consensus recommendations of the Broward 
County Staff Complete Streets Team, and not directives to or 
requirements for municipalities.  At a minimum, the CAP consists 
of two (2) components described, as follows. 

 

1. Public Meeting/Workshop Notifications 
• Draft email notification for elected/appointed public 

officials and agencies along with the respective 
distribution list stored in an MS Excel file, including 
name, title, and email address of each intended 
recipient; 

• draft mass mail-out list for all property owners, home 
owner associations, civic associations, tenants, and 
business operators where existing, privately owned 
buildings/structures, landscaping/ hardscaping/ signs/ 
brick pavers/mailboxes, etc., lie in whole or in part 
within a minimum of 300 feet of the centerline of the 
proposed lane elimination project and are expected to 
be impacted by the project; 

• draft media for the project that will be used for news 
releases and/or advertisements; and 

• draft flyers, graphics, renderings, aerial photo images 
and all other relevant draft visualization material. 

 

It is recommended that email notifications and mass mail-
outs provide the following information: 

• Project limits 
• Project description 
• Project map 
• Proposed construction timeframe, if available (e.g., 

Spring 20XX, Winter 20XX) 



Page 2 of 3 
 

• Municipal contact person(s) 
• Meeting/workshop date, time, location, and format; and 
• Meeting/workshop location map 
• Written materials in Spanish, Creole, or other languages, should be considered if it is known 

that a significant portion of the target audience uses languages other than English as a primary 
language 

 

The recommended timeframes and content for notifications are as follows: 

• Email notification to public officials and agencies be emailed by the relevant municipality no 
less than 15 calendar days before a public meeting/workshop.  In addition to the email 
notification, a flyer or tri-fold should be included as an attachment to relay all of the pertinent 
information described above. 

• A mailing notification/invitation letter and/or a project information flyer/tri-fold should be 
mailed to all property owners, home owner associations, civic associations, tenants, and 
business operators no less than 10 calendar days before the public meeting/workshop.   

• Press releases should be prepared for publishing during the week of public 
meetings/workshops.  One (1) newspaper display advertisement no less than (4"X6") with 
graphic should be published in the local section 7 to 10 calendar days in advance of the 
meeting/workshop.  A second press release should be published the day before the 
meeting/workshop date.   

• Notice of public meetings/workshops should be posted in the Florida Administrative Register a 
minimum of 14 calendar days prior to the meeting/workshop date. 

 

The recommended list of public officials and agencies to receive notification of projects and public 
meetings/workshops include, (but not be limited to): 

• County Commissioners - at a minimum, relevant District Commissioner(s) 
• County Administrator 
• County Public Information Director 
• County Public Works Director/County Engineer 
• County Emergency Management Director 
• Sheriff’s Department Public Information / Public Affairs 
• Broward County Transportation Department 
• County Schools Superintendent 
• Affected Fire & Rescue Departments 
• Broward Metropolitan Planning Organization 
• Municipal Commission, including Mayor 
• Municipal Manager 
• Municipal Engineer/Public Works Director 
• Municipal Police Chief 
• Municipal Planning Director 
• Regional Merchants Association/Chamber of Commerce/Broward League of Cities 
• Local Americans with Disabilities Act (ADA)/Pedestrian Advocacy Groups 
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• Florida Department of Transportation (FDOT)  
• Local Colleges/Universities (if within project’s proximity)  
• Affected adjacent municipal officials and staff 

 

2. Public Meeting/Workshop Preparation 
Tuesday and Thursday evenings are generally preferred for holding a public meeting/workshop.  The 
municipality should be aware of and avoid other scheduled public events.  No meetings should be held 
on public school system properties.  In addition, churches and religious facilities may be considered if 
no other secular or municipal buildings are available. 

It is recommended that any hotel or conference center considered for hosting a public 
meeting/workshop be designated under the FDEP’s Green Lodging Program.  Prospective sites for the 
meeting should be convenient to residents along the proposed project area.  Consideration should be 
given to capacity, lighting, and other physical characteristics that may influence the selection of the 
site.  The site shall meet ADA standards and room size will be based on the number of mailouts. 
Consider using translators and aides for the hearing or visual impaired. 

It is recommended, at a minimum, the following items should be made available at a public 
meeting/workshop for a proposed lane elimination project: 

• Self-addressed comment forms to allow attendees to provide written comments within 10 
calendar days after the Public Information Meeting/Workshop.  A municipality’s designated 
personnel should be listed as the contact for all comments. 

• Sign-in sheets. 
• At least two (2) foam boards (36"X24") (or a display similar in nature) displaying a typical 

section.  The drawing should be in color with computer images of automobiles, bicycles, and 
pedestrians occupying the designated travel areas. 

• At least two (2) foam boards (36"X24") (or a display similar in nature) displaying a computer 
enhanced photograph utilizing an existing conditions photo to reflect proposed conditions. 

 

For projects of substantial length, project graphics may be rolled out on tables or placed on a wall.  The 
photo or roll-outs should be 1"=50', 1"=100" (or a legible scale) raster drawings, to scale aerial photos, or 
colored CADD drawings delineating information such as property line along a proposed lane elimination 
project area. 
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