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Guidance Notes
· Type this letter on the Unit of General Local Government [UGLG]/Grantee’s letterhead.
· Delete DEHCR, CDBG, “Template” and Notes text throughout this document and modify page headers and footers when customizing this template for use for the CDBG project. 
· Page 2 Header Recommended: Add the letter date, owner last name, and letter title, e.g., “Easement Sole Benefit to Owner Letter,” in the page header on page 2 and subsequent pages, as applicable.
Letter Template
Select Date

Attn: Add DEHCR Project Representative First and Last Name Here, DEHCR Project Rep. Position Title
Department of Administration
Division of Energy, Housing and Community Resources
Email:  Add DEHCR Project Representative Email Address Here

Subject:	Add Grantee Name Here  (e.g., Village of Yourville)
CDBG Grant Agreement Number: Add Grant Agreement Number Here (e.g. CDBG PF 24-01)
Temporary Limited Easement:  Sole Benefit to Owner

Dear Add DEHCR Project Representative First and Last Name Here:

The Add Grantee Name Here has proceeded with temporary limited easement(s) in order to Add Purpose Here, e.g., “…to use the Yourville Youth Organization’s driveway and parking lot to access the project site during construction activities for the organization’s building renovation for the Community Block Grant Program project. (Note: If the grantee/local government will be contracting for the construction work, but the construction site is a non-profit subrecipient’s property, the grantee must acquire an easement for their contractor to work on the subrecipient’s property. However, the work may be deemed ‘for the sole benefit of’ the subrecipient, and therefore this letter may be prepared, rather than having to complete all of the other URA steps required for other types of temporary easement acquisition.). The (specify property or properties here) are located at:

List street and city address for each property on separate lines here; or modify template language to indicate the list of properties are attached with this letter.

These commitments have been planned, and are currently being completed, without a cost expense being assigned to any of the property owner(s). The temporary easement gained to enter the (specify owner’s/owners’ property/properties, as applicable here) during construction is exclusively for the benefit of the property owner. Our continued understanding is that this approach and effort meets the exception criteria allowed for relocation and acquisitions as defined with 49 C.F.R. pt. 24.101(c)(2) regulations.

Please feel free to contact me at Add Phone Number Here or Add Email Address Here should you have further concerns or questions regarding the project.

Sincerely,

(Replace Text Here with Signature)

Add Grantee Acquisition Contact Person First and Last Name Here
Add Grantee Acquisition Contact Position Title Here

Attachment:  Add Attachment Name Here (if a list of multiple property addresses/parcels are attached)

cc: Add Chief Elected Official Name, Position Title, Grantee or Local Government Name Here, if not signatory above)
Add Clerk Name, Position Title, Grantee or Government Name Here, if not signatory above
Add Grant Administrator Name, Position Title, Company/Firm Name Here, if not signatory above
Tamra Fabian, Director, Bureau of Community Development [Note: Email Director’s letter to DOACDBG@wisconsin.gov]
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