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FORWARD 
 

Dear Professional, 

 

Congratulations�on�being�assigned�as�your�agency’s�point�person�regarding�traffic�related�

issues. Soon you will be responding to citizen requests. How you respond to these requests will 

be integral to your success, which is why we at Spack Consulting created these email templates 

and guidelines. 

 

The core idea behind this guide is professionally opening lines of communication between 

residents and engineers to facilitate good traffic engineering. Our hope is that this guide will lay 

a foundation for responding to the traffic issues your agency routinely encounters in an 

efficient, easy to follow way. 

 

This guide was designed to be used in an email platform because that is the most widely used 

way to communicate today. Email is also our preferred communication method for responding 

to citizen requests because it provides a clear record of what has been said, which can be 

extremely important later if the issue becomes contentious. This is also why when someone 

calls in with a concern we recommend you get their email address to start an official record. 

Every once in a while you might receive that rare written letter request. In those cases, we 

recommend you correspond the old fashioned way via snail mail. Just be sure to keep an 

electronic or paper copy of your letters for later. 

 

When dealing with citizen requests it is good to remember the residents who use the roads in 

your jurisdiction do so more often than you. It seems obvious, but it can be easy to forget, and 

even easier to overlook that these residents are one of your most valuable resources. Many 

times they raise legitimate concerns that need tending to, things your department may not 

routinely notice. 

 

There’s�also�a�“Best�Practices�Guide”�at�the�end�of�this document to help you proactively 

discover and correct traffic issues, which will hopefully reduce the amount of citizen requests 



The�Engineer’s�Guide�to�Citizen�Traffic�Requests 
 
  
 

SpackAcademy.com    2 | P a g e  
 

you receive. In this way all�of�your�agency’s�staff�can act as an early warning detection system. 

Encourage them to inform you of any traffic related issue they have noticed and we promise the 

citizens you serve will be the better for it. The sooner problems, such as tree limbs blocking 

signs, shrubs blocking views at corners, or knocked down signs, are noticed by the people who 

can do something about them, the sooner those problems get fixed. Proactively fixing those 

problems also means a safer city and fewer angry calls to you. 

 

Still, every now and again it will feel like a resident or business owner is just complaining. Often 

this�is�difficult�and�frustrating,�but�remembering�that�they�act�out�of�concern�for�their�children’s�

safety or the viability of their business can help put those concerns into perspective. Being a 

professional means treating everyone equally, with respect and courtesy, regardless of personal 

feelings or opinions. We hope this guide will be one way of keeping that in mind, especially 

when the complaint feels unjustified. Implementing consistent procedures is one way of helping 

your entire department provide better service. 

 

Once you become familiar with the procedures and templates contained here we encourage 

you to tweak them to better reflect your�agency’s�specific�policies,�and�to�incorporate�the�

lessons you have learned in your time on the job. Just think, the guide you helped revise could 

become�a�tailor�made�“how�to”�book�for�your�successor,�and�maybe�even�their�successor�in�

turn. 

 

In my time as a municipal traffic engineer, I truly enjoyed working with the residents in my 

jurisdiction and I hope you will too.�I’m�confident�that�this guide will make it easier. Please reach 

out to me at mspack@spackconsulting.com if you have any questions related to this guide, or 

your job as traffic professional in�general.�I’m�always�happy to help. 

 

 

Sincerely, 

Mike Spack, P.E., PTOE 
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HOW TO USE THIS GUIDE 
 

his guide is broken into two main parts. The first is a flow chart and a set of very generic 

email templates. The flow chart outlines an easy to follow process that should take care 

of most inquires in a timely manner. Should the inquiry pass through to the final step of 

the flow chart, in which a study of the issue needs to be conducted, the guide moves on to 

specific steps to complete the study in an efficient and professional manner.  

The second section of the guide is a set of email templates tailored to the specific traffic 

concern at hand. We recommend checking the Email Template Section that covers the original 

request before getting started.  Some issues, such as specialized signs, can be solved more 

quickly in this way. 

 

It is important to keep in mind that this is merely a guide and that these templates are simply 

that – templates. Changes should be made wherever needed and personal touches added 

where appropriate. This guide should be seen as a tool for communication, and not as a 

machine that will work as a stand in. To this end there are many places where the templates 

have been filled with generic information. These place are highlighted, and a search/ replace 

methodology can be quickly used for your specific case. This however does not mean that the 

correspondence is ready to go, only that it has been brought almost all the way there. Take the 

time to take it the rest of the way and the result will be a polished professional letter. 

 

Towards the end of this guide are the following three extras, both templates and examples, to 

assist in responding to citizen requests: 

 

� Template AA covers keeping a physical record of your correspondence. 

� Template BB is a handy Data Collection Sheet for recording field data. 

� Template CC covers how to write a technical memorandum for inclusion in the final 

response email to the citizen who requested the study. 

 

At the very end of this document is our short Best Practices Guide. These tips will help 

streamline�your�department’s�annual�street�audits�and�signal�inspection.�We�have�also�included�

T 
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a short look at what makes for a good traffic engineering website. Implementing these 

resources should reduce the amount of citizen requests you receive. 

 

In addition to this guide, Spack Consulting has developed a number of other manuals and 

guides that are useful in the traffic engineering process. One product that pairs well with this 

guide is the Spack Consulting Design Guides. These are short articles that provide basic 

information on various traffic control devices and treatments. When replying to a citizens 

concern about stop signs for example one could include the Spack Consulting Stop Sign Design 

Guide. This would provide the citizen with more information detailing the exact process that is 

involved in a stop sign traffic study as well as when and why such signs are installed. Even if you 

choose not to use these guides, we recommend that every person who contacts your office with 

a concern is given a thorough explanation of what will be done and why. 

 

It is our experience that the majority of traffic related requests do not warrant a permanent 

solution such as stop signs or speed humps. This clearly disappoints the resident who requested 

that something be done about their perceived problem. Therefore, providing a temporary 

solution can be a great public relations tool. We often conclude our correspondence stating no 

permanent action will be taken, but that the temporary solution, such as the radar speed trailer, 

will be placed at the point of concern within the next month. For instance, using portable radar 

speed trailers is a very visible solution, and while we have not found any data proving portable 

radar speed trailers have a lasting effect on reducing speeds or changing traffic patterns, most 

residents are grateful for the assistance. If�you�don’t�have�a�portable�radar�speed�trailer�at�your�

disposal, we encourage you to approach your boss about purchasing at least one for your 

agency as they are valuable tools to use when addressing a number of concerns. 

 

We are always happy to receive your comments. So please contact us should you have any 

questions, concerns, or better methods you want to share. With your help, we can further 

improve the guides and templates making them more useful to even more engineers and other 

public servants. Check out the Resources section for our contact information. 
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EMAIL TEMPLATES 

How to Use These Templates 

hese are general examples that will need to be modified to include the type of request, 

name, location, and so forth. Items highlighted in yellow should be modified for the 

specific situation. Also be sure to add in your own comments and touches. Again, these 

templates should be thought of as scaffolding, and not as finished works. 

 

This Email Templates Section is broken into three main parts: 

1. General Procedures and Templates.  This section encapsulates the process from the 

flow chart and also has additional steps to complete the entire process. These templates 

are the ones referred to in the flow chart. 

2. Citizen Requests Templates. This section addresses the majority of common citizen 

requests, as well as guides on how to handle those requests. These types of requests 

offer a solution, sometimes also identifying the problem this solution would solve. 

3. Citizen Concerns Templates.  This section addresses concerns residents may raise. The 

difference between this section and the previous section is that residents jump to a 

solution in the previous section, whereas they are only defining a problem in this section. 

 

For ease of use we have used the same words to stand in for each type. This will allow you to do 

a search/replace too quickly customize the templates for a specific request. 

 

� Citizen = Requestors name 

� Things = The requested action of item (i.e. Stop signs, more crosswalks) 

� Townsville = The name of your municipality 

� Someplace = Location (e.g. Wooddale Avenue, the corner of Xena and Ottertail), 

Note�all�of�these�are�proceeded�by�the�preposition�‘on’ 

� Me = Your name and title, which will be included at the end of the email 

 

  

T 
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General Procedure and Templates 
Email Templates A, B, C and D are general procedure templates for initial responses to citizens. 

 

Templates 1-10 are Responses to Citizen Requests For 

1. Stop signs 

2. Specialized signs (children at play, deaf child, autistic child signs, duck crossing signs, 

etc.) 

3. No parking signs (at all times, limited hours, loading zone, permit parking etc.) 

4. Change parking restrictions 

5. Speed bumps or other traffic calming measures 

6. Crosswalk signs and markings 

7. Pedestrian crossing buttons at a crosswalk 

8. Dead end signs 

9. No turn on red signs 

10. No left turn signs 

 

Templates 11-15 are Responses to Citizen Concerns About 

11. Excessive speeds 

12. Traffic signal timing 

13. Truck traffic 

14. Cut through traffic on a street 

15. Line of sight 
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RESPONDING TO CITIZENS:  AN EMAIL TEMPLATE CHAIN 

Following is a guideline for responding to citizen requests and concerns. Note: These steps are 

encapsulated in the flow chart shown on the following page. 

 

1. Reply to the initial inquiry. If there is already a relevant study, reply with Template A1 

if no mitigation is needed or Template A2 if mitigation is in process. If a study has not 

yet been done, reply using Template B asking for a confirmation of the location. 

2. If the citizen has not yet responded to Template B, use Template C to ask again for 

confirmation of location and issue. If the citizen again does not reply, consider the 

problem resolved. Use Template AA to provide a record of correspondence of the 

inquiry and your response for later reference if asked. This correspondence is useful to 

both ensure the seriousness of the inquiry as well as the stated confirmation of location 

and concern. If they have replied with a confirmation of location and concern, move 

down the chain. 

3. Reply to the location confirmation with the study process and schedule. These are 

the specific templates found in the Citizen Requests and Citizen Concerns sections. 

4. Conduct the study. Use Template BB to create a data collection sheet for use by the 

field technician. 

5. Visit the site in question to get a better feel for conditions and to double check the data 

collection locations are appropriate. 

6. Conduct the data collection and traffic analysis. If needed, obtain crash records for the 

area. 

7. Decide on a course of action. 

8. Reply with your findings and what, if anything is going to change. Use Template CC to 

create a technical memorandum to include in the final reply that will support the 

decision being made. If changes are to be made, be sure to include the time frame for 

when those changes will take place. Template D1 provides a generic No Response that 

can be used when your recommendation is to do nothing and Template D2 is 

appropriate when mitigation will be implemented. Use Template AA to provide a record 

of correspondence of the inquiry and your responses/actions for later reference if asked. 
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9. Make the improvements or additions that were decided upon. This should be done even 

if the decided course of action is different from the one originally requested. Following a 

defined procedure in a timely manner will help build goodwill within your constituency. 

Note that large changes, such as speed humps, will likely require a public engagement 

process with the entire neighborhood. Installing two stop signs will not require a public 

engagement process and, depending on where you work, could be done by simply 

submitting a work order to public works. 
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QUICK RESPONSE FLOW CHART 

 

Initial Request

Has the site in question been 
studied within the last 12 

months?

Yes No

Can you answer the request 
based on this recent study?

Reply with Email Template B
and request a location 

confirmation. This helps ensure
the requestors sincerity.

Yes

Reply with Email Template A
explaining the results of the 

previous study explaining there 
is no issue or the issue.

2 Weeks Later - Have you 
received a reply with a location 

confirmation?

No

Use Email Template C again 
requesting confirmation of the 

problem and location.

2 Weeks Later - Have you 
received a reply?

Yes

No

Finished.
Use Template AA to create a 

record of correspondence.

Find the specific issue in the list 
of issues and begin the study

process. Use Template BB for 
data collection sheets.

Reply with Email Template D
with�the�study’s�findings�and�

changes, if any, that will occur.
Use Template CC to create a 

technical memo.

Make the improvements or 
changes decided upon, if any.

No 
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GENERAL EMAIL TEMPLATES A – REPLYING TO 

INITIAL CONCERNS 
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Template A1: Replying to Initial Concern with a Previous Report Finding 
No Improvements Needed 

 
 

 
Re: Request concerning Things on Someplace 
 
Dear Citizen, 
 
Thank you for contacting the city of Townsville concerning Things on Someplace. I have 
checked the city files and found that the area around Someplace has already been studied 
within the past year. I have attached this report which found Things were not an issue at this 
time. 
 
If there has been a significant change to the area in the last twelve months that would 
significantly affect our decision, such as a new business or local construction, please let us know 
and we will review the area again. 
 
Thank you again for your concern and please contact me again if you have any additional 
concerns or questions. 
 
Sincerely, 
 
Me 
City of Townsville Traffic Engineer 
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Template A2: Replying to Initial Concern with a Previous Report Finding 
Improvements Needed 

 
 
 
 
Re: Request concerning Things on Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city of Townsville concerning Things on Someplace. I have 

checked the city files and found that the area around Someplace has already been studied 

within the past year. I have attached this report which found Things was an issue.  Things 

(proposed improvement) are scheduled to be installed by (date). 

 

Thank you again for your concern and please contact me again if you have any additional 

concerns or questions. 

 

Sincerely, 

 

Me 

City of Townsville Traffic Engineer 
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GENERAL EMAIL TEMPLATES B – REPLYING TO 

INITIAL CONCERN REQUESTING LOCATION 

CONFIRMATION  
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Template B: Reply to Initial Concern Requesting Location Confirmation 
 
 
 
Re: Request concerning Things on Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city of Townsville concerning Things on Someplace. In order to 

determine what should be done, city staff will need to perform a site visit and collect traffic 

related data. 

 

To avoid studying the incorrect location we need your help confirming we have the right 

location before we can begin our data collection. Please confirm the location on the attached 

map is the place you are concerned about.  

 

In addition to confirming the location for us and to be sure we understand your concern 

completely, please describe your concern again in detail. This way it ensure we collect the right 

data needed to get to the right solution. 

 

Once I have received your confirmation of location and a detailed description of your concern, 

we will schedule the appropriate data collection. I will email you with our schedule and what you 

should expect. 

 

Thank you again for your inquiry and I look forward to hearing from you soon. Should you have 

any additional traffic related questions or concerns about another area please contact the 

department again so we can keep a clear record of each concern. 

 

Sincerely, 

 

Me 

City of St. Townsville Traffic Engineer 
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Attachment: Location Map see example below 
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GENERAL EMAIL TEMPLATES C – FOLLOW UP 

EMAILS 
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Template C: Follow Up to Email Template B When There has Been No 
Confirmation 

 
 
 

Re: Request concerning Things on Someplace follow-up 
 
Dear Citizen, 
 
My department has tried to contact you concerning you inquiry into Things on Someplace and 
have received no response. Below is our initial response for you to review, as well as a map for 
you to confirm the location in question. 
 
Please review this information, and get back to us as soon as you can. If we do not receive the 
requested verification from you the city will consider the issue resolved and take no further 
action. 
 
Sincerely, 
 
 
Me 
City of Townsville Traffic Engineer 
 
(Forward the initial response email with the request and location map) 
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GENERAL EMAIL TEMPLATES D – REPLIES WITH 

FINDINGS AND RECOMMENDATIONS 
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Template D1: Reply with Findings and No Recommendation 

Re: Request concerning Things on Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city of Townsville about Things on Someplace. Attached is a 

technical memorandum with our findings and analysis. Based on our review of the current 

conditions the city of Townsville has decided that city intervention is not needed in this area at 

this time. 

 

Thank you for raising your concerns about the area around Someplace. We value your opinion 

and observations and look forward to serving you again in the future. Please contact me again if 

you have any additional questions or concerns about this analysis, or if you have other traffic 

related concerns. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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Template D2: Reply with Findings and a Recommendation for Mitigation 
 

 

 

Re:  Request concerning Things on Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city of Townsville about Things on Someplace. Attached is a 

technical memorandum with our findings and analysis. Based on our review of the current 

conditions the city of Townsville has decided that city intervention is needed in this area at this 

time. 

 

(Description of what will be done and when.) 

 

Thank you for raising your concerns about the area around Someplace. We value your opinion 

and observations and look forward to serving you again in the future. Please contact me again if 

you have any additional questions or concerns about this analysis, or if you have other traffic 

related concerns. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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CITIZEN REQUESTS TEMPLATES  
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1. STOP SIGNS 

 

Procedure 

1. Use Template 1A to briefly define the procedure, what should be expected and the 

project schedule. 

 

2. Use Template BB to prepare the data collection sheets for collecting speed and volume 

data, by hour, on each leg of the intersection. A turning movement count can be 

conducted at the intersection with a COUNTcam system or tube counters (we use the 

PicoCount�����’s)�can be installed on each leg of the intersection to collect the entering 

volumes. Either can be used for the warrant analysis. Although vehicle speeds should 

not be used to justify the installation of stop signs, collecting this data at the same time 

as volumes does not take any more effort and speeding is often the real issue behind the 

request for stop signs. Being able to collect all of this data is the advantage of using the 

tube counters. The advantage of having the turning movement count data is that you 

can reduce or remove the right turning volumes from your analysis because stop signs 

usually provide little benefit for right turning vehicles. 

 
3. Visit the site and take note of any additional issues and confirm the accuracy of the data 

collection sheets. Look for sight distance issues and also confirm there are suitable 

locations to install the tube counters on each leg of the intersection. Lastly, drive each 

approach for a better feel of the intersection. 

 
4. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data 

collector to ensure the count is completed on time. 

 
5. Obtain crash records for the area from the Minnesota Crash Mapping Analysis Tool 

(MnCMAT) or equivalent for your jurisdiction. Gather the crash records for the location 

in question during the past three years. Be sure to get the detailed record information 

and check to see�if�failure�to�yield�is�listed�as�the�cause�of�any�of�the�crashes.�If�there’s�a�

borderline crash issue, check the city’s police department crash records to confirm the 
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accuracy of the state records. Sometimes the city has more detailed information that 

never made it into the state database. 

 
6. Perform�a�stop�sign�warrant�analysis�per�the�state’s�Manual on Uniform Traffic Control 

Devices (MUTCD). Since vehicle speeds are not a part of the stop sign warrant analysis, 

review it separately to determine if speeding is an issue that needs to be addressed. 

 
7. Use Template D and Template CC to reply. If changes are to be made be sure to include 

the time frame for when those changes will take place. 

 
8. Order the proper improvements, if any, and then be sure to follow up on your 

recommendation in a timely manner. Ideally, the follow-up action will occur within a 

month. Even if the action is not what the requestor wanted, following the standard 

procedure and following-up on the recommended action quickly will build good will 

within your constituency. 
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Template 1A:   Request for Two-Way Stop Signs 

Re: Request for two-way stop signs at Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. City staff will be out to review the site 

and collect traffic data in the next three to four weeks. This information will be used to 

determine what, if anything needs to be done. 

 

We will use the Manual on Uniform Traffic Control Devices (MUTCD), which is a legal document 

that governs the use of all traffic control devices in Minnesota, to make our final determination 

of whether or not a change of intersection control is needed. Per Section 2B.6 of the MUTCD, 

we will use the following criteria to determine whether or not additional intersection control is 

needed. If any of these criteria is met additional stop sign control will be added: 

 

� If the vehicular traffic on one road or highway exceeds 6,000 vehicles per day; 

� If the view is restricted and requires motorists to stop in order to adequately observe 
conflicting traffic on the through street or highway 

� If crash records indicate that there has been three or more crashes, that could have been 
prevented by the use of stop sign control, within a 12-month period, or that five or more 
such crashes have been reported within a 2-year period. Such crashes include right-angle 
collisions involving road users on the minor-street approach failing to yield the right-of-way 
to traffic on the through street or highway. 

 

I will email you in about six weeks with my findings, as well what the city of Townsville has 

decided to do about your request. Thank you again for your help in addressing this matter and 

please let me know if you have any additional questions or concerns about the process. 

 

Sincerely, 

 

Me 

City of Townsville Traffic Engineer 
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2. SPECIAL INTEREST SIGNS 

 

Procedure 

If�it’s�the�city’s�policy�not�to�install�special interest signs (e.g. children at play, deaf child, autistic 

child, duck crossing, etc.) because of the lack of evidence documenting their effectiveness, then 

use Template 2A to reply to the initial concern. It explains that the�city’s�policy�is not to install 

these signs because there is no evidence documenting their effectiveness, in addition to the fact 

they are difficult to maintain, such as when the children grow up or when the ducks fly south. 

The letter then asks them if there are other issues, such as a problem with line of sight or 

speeding traffic that should be investigated. If the requestor replies with a yes, then put them 

on the right track for that particular issue. 
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Template 2A: Reply to the Initial Concern with City Policy 
 

 

 

Re: Request for a specialized sign on Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city of Townsville requesting a specialized sign be installed on 

Someplace. I am writing to inform you that specialized signs are no longer installed in the city of 

Townsville due to their ineffectiveness and cost. 

 

This stance on specialized signs is also held by the state of Minnesota and is addressed in 

section 2C.2 of the Minnesota Manual on Uniform Traffic Control Devices which�states:�“The�

use of warning signs should be kept to a minimum as the unnecessary use of warning signs 

tends�to�breed�disrespect�for�all�signs.“ 

 

Thank you again for voicing your concern. Please let us know if you have any other concerns, 

such as problems with line of sight, speeding traffic, or other traffic related concerns near 

Someplace that you would like us to investigate. 

 

Sincerely, 

 

 

Me 

City of Townsville Engineer 
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3. NO PARKING SIGNS  

 
Procedure 

The following procedure is for no parking signs such as no parking at all times, limited hours, 

loading zone, permit parking, etc.  

 

a. Use Template 3A to define the procedure, what should be expected and the timeline. 

 

b. Use Template BB and prepare the data collection sheets for collecting parking data. This 

data collection can be done manually, or autonomously with the use of a COUNTcam 

system. There are two pieces of data that can be collected here: (1) Which parking spots are 

being used, and (2) License plates numbers to determine who is using each parking spots 

and for how long. The latter detail is more valuable in commercial areas when determining if 

installing one hour parking restrictions would be beneficial as a way of getting employees to 

park in less convenient, but better suited parking spots. 

 
c. Visit the site during the peak parking time to get a feel for the extent of the parking 

problem. Note any signs restricting parking and any line of sight issues. As a general rule of 

thumb, residential parking usually peaks in the weekday evening, office parking peaks mid-

morning on a weekday, and commercial parking usually peaks over lunch on a Saturday. 

 
d. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data 

collector to ensure the count will be completed in time. 

 
e. Perform an analysis of parking occupancy and turnover based on the existing data. 

 
f. Using Template 3B and Template CC reply to the initial requestor. If changes are to be 

made, be sure to include the time frame for when those changes will take place. 

 
g. If you are recommending a potential parking restriction, you will need to notify the adjacent 

property owners and hold a meeting to determine if there is widespread support for the 

parking restriction. 
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h. Order the proper improvements (this may take council/board approval depending on your 

jurisdiction), if any, and then make sure to follow up on your recommendation in a timely 

manner. Ideally, the follow-up action will occur within a month. Even if the action is not 

what the requestor wanted, following your standard procedure and following-up on the 

recommended action quickly builds goodwill within your constituency. 
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Template 3A:  Reply to Parking Control Sign Request 
 

 

 

Re: Request for parking control signs on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. City staff will be out to review the site 

and collect traffic data in the next three to four weeks. 

 

We will document both the parking supply and the parking demand. We will also document 

license plates to determine how long vehicles have been parked in a given space. If you have 

access to a list of license plates for your employees and could provide it to us it would be much 

appreciated. 

 

If a parking restriction is warranted, we will hold a public meeting for you and your neighbors to 

discuss the potential restrictions before installation. 

 

I will email you in about six weeks with my findings and recommendation. Please let me know if 

you have any questions or concerns about this process. 

 

Sincerely, 

 

Me 

City of Townsville Traffic Engineer 
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Template 3B:  Parking Control Sign Findings and Recommendation 
 
 

 

Re: Request for parking control signs on Someplace 

 

Dear Citizen, 

 

Thank you for requesting parking restriction signs be installed on Someplace. Attached is a 

technical memorandum with my findings and analysis. Based on my review of the current 

conditions, it appears most motorists park here for less than 60 minutes. The data also shows 

that the on street parking is only full a few hours of the day and the public lot behind the 

building has spots available during this peak period. 

 

For these reasons, we are recommending the city of Townsville leave the parking unrestricted 

on Someplace at this time. Thank you again for contacting the city with your concern. If you 

have any additional concerns or questions about this, or something else, please contact us 

again. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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4. Change Parking Restrictions 

 

Procedure 

a. Examine City files to determine the original reason for the parking restriction. Make sure to 

include this in any future reports on this issue. 

 

b. Using a map,�either�physical�or�digital,�or�the�City’s�internal�mapping,�review�the�site�noting�

the following things 

i. Where are the nearest legal parking areas? 

ii. What is the distance between the legal parking areas and the current no parking 

area? 

iii. Are there businesses, or residences with private parking or other land uses that could 

drive demand for parking and what is the likelihood of those land uses needing 

parking in the requested area? 

 

c. Use Template 4A to define the procedure, what should be expected and the timeline. If the 

original reason for the parking restriction is still valid, explain the reason for the parking 

restriction and that it will remain unchanged. 

 

d. Use Template BB to prepare the data collection sheets for collecting traffic and parking 

data in the study area. Either manually collect the data or use a digital system, such as the 

COUNTcam system, to capture adjacent traffic and parking area data. If the request noted 

that parking demand is exceeding the supply in the legal areas, one or more additional 

cameras may be needed to document the existing demand. 

 
e. Visit the site during the peak parking time to get a feel for parking needs in the surrounding 

area. Is there significant activity between the legal parking areas and land uses that would 

drive demand? Note any characteristics that would eliminate or complicate the option for 

parking, such as issues with line of sight, bike lanes, lack of sidewalks/crossing areas to reach 

destinations, nearby high volume intersections, and lighting if parking is allowed at night. 

Also examine the nearest legal parking areas for differences between them and the study 

site, such as a dedicated parking bay, and current use 



The�Engineer’s�Guide�to�Citizen�Traffic�Requests 
 
  
 

SpackAcademy.com    34 | P a g e  
 

f. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data 

collector to ensure the count will be completed on time. 

 

g. Review the data and determine the amount of traffic adjacent to the study site each hour of 

the day. Note the differences in traffic levels between the peak periods and at night. Record 

whether illegal parking has occurred, including drop-offs and pick-ups. If an existing parking 

area was examined, determine the parking demand over the course of the day. 

 
h. Using Template 4B and Template CC reply to the initial requestor. If changes are to be 

made be sure to include the time frame for when those changes will take place. 

 
i. If you are recommending a potential parking change, you will need to notify the adjacent 

property owners and hold a meeting to determine if there is widespread support for the 

parking change. 

 
j. Follow through on your recommendation with the removal of no parking signs (this may 

take council/board approval depending on your jurisdiction) and, if appropriate, installation 

of the parking signs, or other action. Ideally, the follow-up action should occur within a 

month. Even if the action is not what the requestor wanted, following your standard 

procedure and following-up on the recommended action will quickly build goodwill with 

your constituency.   
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Template 4A:   Reply to Request for Removal of Parking Control Signs 
 
 

 

Re: Request for removal of parking control signs on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. City staff will be out to review the site 

and collect traffic data in the next three to four weeks. 

 

We will document both the parking supply and the parking demand in the area. We will also 

review sight lines and traffic volume data to determine if the parking control signs are still 

needed. 

 

I will email you in about six weeks with my findings and recommendation. Please let me know if 

you have any questions or concerns about this process. 

 

Sincerely, 

 

Me 

City of Townsville Traffic Engineer 
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Template 4B: Findings and Recommendation for Removal of Parking 
Control Signs 
 

 

 

Re:  Request for removal of parking control signs on Someplace 

 

Dear Citizen, 

 

Thank you for requesting parking restriction signs be removed on Someplace. Attached is a 

technical memorandum with our findings and analysis. Based on my review of the current 

conditions, the parking restriction can be removed without significantly impacting traffic safety. 

 

Public Works staff will remove the parking restriction signs within a month. Thank you again for 

contacting the city with your concern. If you have any additional concerns or questions about 

this, or something else, please contact us again. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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5. SPEED BUMP OR OTHER TRAFFIC CALMING MEASURES 

 

Due to its tricky nature we recommend the city transportation department develop its own 

policy related to traffic calming. Below are a few resources that will help in this process: 

 

1. Fehr & Peers TrafficCalming.org (very good description of the different treatments 

available)  

3. Pennsylvania’s Traffic Calming Handbook  

4. Institute of Transportation Engineers Traffic Calming Measures  

5. Federal Highway Administration Traffic Calming  

6. Seattle, Washington’s�Traffic�Calming�Policy  

 

Procedure 

We recommend that the flow chart found at the beginning of this guide is followed until the 

specific problem is identified. Many times traffic calming can be better achieved through other 

proper traffic engineering. By examining the situation in more detail it will quickly become 

obvious what measure, if any, would help. If one of these measures is contained in this guide 

then by all means put the inquiry onto that track, if not then do your best to resolve this issue to 

satisfy the initial requestors concern. 
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6. CROSSWALK SIGNS AND MARKINGS 

 

The Local Road Research Board in Minnesota hired Bolton & Menk to put together a guidebook 

for when to install pedestrian crossing treatments at uncontrolled locations. The guidebook also 

includes guidance on which treatment to use under different circumstances. It provides an easy 

to use 11 step process and it is the most user friendly resource we know of that utilizes all of the 

current research on pedestrian crossings. The full guidebook can be downloaded at the 

University�of�Minnesota’s�Center�for�Transportation�Studies.  

 

Procedure 

a. Use Template 6A to provide the requestor with a basic outline of the study procedure 

and schedule. 

 

b. Use Template BB to prepare the data collection sheets for pedestrian and vehicular 

traffic at the location of the potential crossing. 

 
c. Visit the site - take note of any additional issues and confirm the accuracy of the Data 

Collection Sheets. Look for sight distance issues and also confirm there are locations to 

install the COUNTcam, or other automated data collection device. Also, bring a 

measuring wheel to measure the length of the potential street crossing and be sure to 

drive each approach for a better feel for the current conditions. 

 
d. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data 

collector to ensure the count will be completed on time. 

 
e. Obtain crash records for the area from the Minnesota Crash Mapping Analysis Tool 

(MnCMAT). Gather the crash records for the location in question during the past three 

years. Be sure to get the detailed record information and see if failure to yield is listed as 

the�cause�of�any�of�the�crashes.�If�there’s�a�borderline�crash issue, check the city police 

department crash records to confirm the accuracy of state records. Sometimes the city 

has more detailed information that never made it into the state database. 
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f. Perform the pedestrian crossing analysis per the Highway Capacity Manual 

methodology, ideally, using the spreadsheet contained in the guide linked to in the 

introduction. 

 

g. Using Template D and Template CC reply to the initial requestor. If changes are to be 

made be sure to include the time frame for when those changes will take place. 

 
h. Order the proper improvements, if any and then make sure to follow up on your 

recommendation in a timely manner. Ideally, the follow-up action will occur within a 

month. Even if the action is not what the requestor wanted, following the standard 

procedure and following-up on the recommended action quickly will build good will 

within your constituency. 
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Template 6A:  Reply for Request of Crosswalk Treatment  
 

 

 

Re: Request for crosswalk treatments on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. City staff will be out to review the site 

and collect traffic data in the next three to four weeks. 

 

Per the Highway Capacity Manual methodology, we will collect vehicular, pedestrian crossing 

and crash data near the potential crossing. We will also determine if clear sight lines are 

available at the potential crossing. 

 

I will email you in about six weeks with my findings and recommendation. Please let me know if 

you have any further questions or concerns about this process. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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7. Signal Pushbuttons at Crosswalks 

 

Traffic signals are now required to have pedestrian crossing indications. These indications used 

to�be�the�words�“walk”�or�“don’t�walk,”�but�have�been updated to the white or red walking 

person symbols. Many agencies also routinely use countdown timers, which displays the 

amount of time remaining to a pedestrian to finish crossing the street. In urban areas with 

heavy pedestrian activities, traffic signals are sometimes operated with pedestrian recall which 

means the walk indication is automatically called up every time the signal phase changes. There 

is no need to have pedestrian pushbuttons when the signal is on pedestrian recall. 

 

If the phase is pedestrian actuated, meaning the pedestrian walk indication only comes on 

when a pedestrian pushes the button, working pushbuttons are obviously needed. Another 

method of actuation is to have sensors that automatically detect pedestrians to call up the walk 

phase. However, pushbuttons are much more common. 

 

Procedure 

a. Use Template 7A if you receive a request for pedestrian pushbuttons at a traffic signal, 

and have already gone out to the intersection and tested the pushbuttons to make sure 

they were in working order. If they were not in working order, process a work order to fix 

the problem. 

 

b. Use Template 7B if the request is for pushbuttons on a signal that is on pedestrian recall. 

It explains how pedestrian recall works and that there is no need for pushbuttons. If they 

are requesting flashing signs with pushbuttons at a mid-block crossing, follow the 

procedure for mid-block crosswalks. 

 
c. Use Template 7C if they are concerned about the pedestrian crossing indicator timing. It 

will help explain how pedestrian timing works. There is some confusion as to why the 

walk�indication�doesn’t�give�a�person�enough�time�to�cross�the�whole�intersection.�

Simply explain�that�the�white�indication�combined�with�the�flashing�don’t�walk�

indication provides enough time to safely make the crossing. 
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Template 7A: No Pushbutton Problem Found 
 

 

 

Re: Request for pedestrian pushbuttons at Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city of Townsville requesting pedestrian pushbuttons be installed 

on Somewhere. I inspected the traffic signal at this intersection and found there are working 

pushbuttons for all crossings. 

 

Please let me know if we have checked the wrong intersection or if we have misunderstood your 

request. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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Template 7B: When Pushbuttons Were Requested but Not Needed 
 

 

 

Re: Request for pedestrian pushbuttons at Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city requesting pedestrian pushbuttons be installed at Someplace. 

We inspected the traffic signal, and as it turns out, the crossing indicator automatically comes 

up every time the signal changes. Because of this recall mode, pedestrian pushbuttons are not 

needed,�and�would�not�expedite�the�“WALK”�phase�even�if�they�were�installed. 

 

I hope this helps clarify the matter. Please let me know if we have the wrong intersection or if 

we misunderstood your request. 

 

Sincerely, 

 

Me 

City of Townsville Traffic Engineer 
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Template 7C: Reply to a Request for Longer Walk Times that Are Not 
Needed 

 
 

 

Re: Request�for�longer�“walk”�times on Someplace 

 

Dear Citizen, 

 

Thank�you�for�contacting�the�city�requesting�the�“walk”�indication�be�set�to�last�longer�on�

Someplace. We have inspected the traffic signal and at this time the signal timing follows state 

standards. 

 

The walk indication is on for seven seconds�before�switching�to�flashing�don’t�walk�indication.�

The�walk�indication�is�not�intended�to�be�white�for�a�pedestrian’s�complete�crossing.�The�

flashing�don’t�walk�indication�provides�enough time for a person to completely cross the leg of 

the intersection walking at 3.5 feet per second or faster. The walk indication is designed to let a 

pedestrian know they can start their crossing�and�then�the�flashing�don’t�walk�indication�comes�

on to let�them�know�they�should�finish�their�crossing.�The�flashing�don’t�walk�indication�also�

let’s�pedestrians�know�they�should�not�begin�their crossing if they are just getting to the 

intersection. 

 

Please let me know if we have identified the wrong intersection or if we have misunderstood 

your request. 

 

Sincerely, 

 

Me 

City of Townsville Traffic Engineer 
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8. Request for Dead End Signs 

 

According to the Manual on Uniform Traffic Control Devices, Dead End and No Outlet signs are 

discretionary. Because they are discretionary, the city should develop a uniform policy 

regarding these signs. It is our recommendation that you do not install these signs as they 

provide little benefit compared to their cost to install and maintain. In addition, such signs 

negatively impact the aesthetics of a neighborhood. They are also less necessary in the age of 

GPS devices and smart phones. If the city does decide to install Dead End and/or No Outlet 

signs, they should be provided uniformly on every cul-de-sac or single point access road. If this 

is the case, be sure to take a complete inventory of the city to ensure all cul-de-sacs and single 

point access roads are uniformly signed. 

 

Procedure 

Use Template 8A to�reply�to�the�initial�concern�stating�it’s�the�city’s�policy�not�to�install�these�

signs because the cost outweighs the benefit. 
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Template 8A:  REPLY TO INITIAL CONCERN WITH PREVIOUS REPORT SHOWING 

SUCH SIGNS ARE NOT NEEDED 
 

 

 

Re: Request for a dead end/no outlet sign on Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city of Townsville requesting a dead end/no outlet sign be 

installed on Someplace. According to the Manual on Uniform Traffic Control Devices, Dead End 

and No Outlet signs are discretionary. Because we have limited funds combined with the 

proliferation of GPS devices and smart phones that guide motorists in unfamiliar 

neighborhoods, it is the city of Townsville’s�policy�not�to�install�these�types�of�signs. 

 

Thank you again for your inquiry and please let me know if there are additional issues, such as 

problems with the sight line, speeding traffic, or other traffic related concerns around 

Someplace that you would like the city to investigate. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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9.  NO TURN ON RED SIGNS 

 
Procedure 

a. Use Template 9A to briefly define the procedure, what should be expected and the project 

schedule. 

 

b. Alternate: If the intersection is controlled by the county or state, and your department does 

not have the discretion to install these signs, then either forward the request to them (copying 

in the resident) or you can go through the following procedure and forward the agency traffic 

engineer the findings and request. 

 

c. Visit the site to measure the sight distance and determine if there are sight line issues that 

would be mitigated with No Right Turn on Red signs. 

 

d. Obtain crash records for the area from the Minnesota Crash Mapping Analysis Tool 

(MnCMAT). Gather the crash records for the location in question during the past three years. 

Be sure to get the detailed record information and see if failure to yield is listed as the cause 

of�any�of� the�crashes.� If� there’s�a�borderline� crash� issue,� check� the�city�police�department�

crash records to confirm the accuracy of state records. Sometimes the city has more detailed 

information�that�doesn’t�make�it�into�the�state�database. 

 

e. Collect turning movement data and perform a capacity analysis. Be sure pedestrian and 

bicycle counts are done with the turning movement count. A key tradeoff with no right turn 

on red signs is that you are improving conditions for pedestrians/bicycles at the expense of 

vehicular traffic flow. 

 

f. Use Template BB to prepare the data collection sheets for pedestrian and vehicular traffic at 

the location of the potential crossing. 

 

g. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data collector 

to ensure the count will be completed on time. 
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h. Perform a capacity analysis with and without the potential no turn on red sign or signs in 

place. 

 

i. Using Template D and Template CC reply to the initial requestor. If changes are to be made 

be sure to include the time frame for when those changes will take place. 

 

j. If needed, order the installation of the no turn on red signs if that is what you are 

recommending. If the intersection is controlled by the county or state, forward your analysis 

and request to them to perform the installation. 
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Template 9A:  Request for No Turn On Red Sign 
 

 

Re: Request for no turn on red signs at Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. City staff will be out to review the site 

and collect traffic data in the next three to four weeks.  

 

The Minnesota Manual on Uniform Traffic Control Devices is the legal document that governs 

the use of all traffic control devices in Minnesota. Per Section 2 of the MnMUTCD, we will use the 

following criteria to determine whether or not we install the requested signs: 

� Inadequate sight distance for vehicles approaching from the left (or right, if applicable); 

� Geometrics or operational characteristics of the intersection that might result in 

unexpected conflicts; 

� An exclusive pedestrian phase; 

� An unacceptable number of pedestrian conflicts with right-turn-on-red maneuvers, 

especially involving children, older pedestrians, or persons with disabilities; 

� More than three right-turn-on-red accidents reported in a 12-month period for the 

particular approach; or 

� The skew angle of the intersecting roadways creates difficulty for drivers to see traffic 

approaching from their left. 

 

I will email you about two weeks after the data collection date with my findings and 

recommendation. Please let me know if you have any additional questions or concerns about this 

process. 

 

Sincerely, 

 

Me 

City of Townsville Traffic Engineer  
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10. NO LEFT TURN SIGNS 

 

Procedure 

a. Use Template 10A to briefly define the procedure, what should be expected and the project 

schedule. 

 

b. Alternate: If the signal is controlled by the county or state, and your department does not 

have the discretion to install these signs then either forward the request to them (copying in 

the resident) or you can go through the following procedure and forward the agency traffic 

engineer the findings and request. 

 

c. Visit the site to measure the sight distance and determine if there are sight line issues that 

would be mitigated with No Left Turn signs. 

 

d. Obtain crash records for the area from the Minnesota Crash Mapping Analysis Tool 

(MnCMAT). Gather the crash records for the location in question during the past three years. 

Be sure to get the detailed record information and see if failure to yield is listed as the cause 

of�any�of� the�crashes.� If� there’s�a�borderline� crash� issue,� check� the�city�police�department�

crash records to confirm the accuracy of state records. Sometimes the city has more detailed 

information that doesn’t�make�it�into�the�state�database. 

 

e. Collect turning movement data and perform a capacity analysis. Be sure pedestrian and 

bicycle counts are done with the turning movement count to determine if there would be 

significant benefit from less turning movements at the intersection. 

 

f. Use Template BB to prepare the data collection sheets for pedestrian and vehicular traffic at 

the location of the potential crossing. 

 

g. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data collector 

to ensure the count will be completed on time. 

 



The�Engineer’s�Guide�to�Citizen�Traffic�Requests 
 
  
 

SpackAcademy.com    51 | P a g e  
 

h. Perform a capacity analysis with and without the potential no left turn sign or signs in place. 

 

i. Using Template D and Template CC to prepare a technical memorandum and reply to the 

initial requestor with your findings. If changes are to be made be sure to include the time 

frame for when those changes will take place. 

 

j. If needed, order the installation of the no turn signs if that is what you are recommending. If 

the signal is controlled by the county or state, forward your analysis and request to them to 

perform the installation. 
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Template 10A:  Request for No Left Turn Sign 

Re: Request for no left turn signs on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. City staff will be out to review the site 

and collect traffic data in the next three to four weeks. We will use the following criteria to 

determine whether or not we install the requested signs: 

� Inadequate sight distance for vehicles approaching from the right (or left, if applicable); 

� Geometrics or operational characteristics of the intersection that might result in 

unexpected conflicts; 

� An exclusive pedestrian phase; 

� An unacceptable number of pedestrian conflicts with left turn maneuvers, especially 

involving children, older pedestrians, or persons with disabilities; 

� More than three right-angle accidents reported in a 12-month period for the particular 

approach; or 

� The skew angle of the intersecting roadways creates difficulty for drivers to see traffic. 

 

I will email you about two to three weeks after the data collection date with my findings and 

recommendation. Please let me know if you have any questions or concerns about this process. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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CITIZEN CONCERNS TEMPLATES  
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11. EXCESSIVE SPEEDS 

 

Procedure 

a. Use Template 11A to provide the requestor with a basic outline of the study procedure and 

schedule. 

 

b. Use Template BB to prepare the data collection sheets for collecting speed and volume 

data, including direction and classification, at the study location. Even though the concern is 

about speed, if tube counters are used it will take no extra effort to get volume and 

classification data as well. Getting more data for the same amount of effort is one of the 

advantages of using tube counters. 

 
c. Visit the site, take note of any additional issues and confirm the accuracy of the Data 

Collection Sheets. Check the posted speed limit and confirm there are suitable locations to 

install the tube counters, or for a technician to manually collect the data. Be sure to drive 

the corridor in each direction for a better feel of actual conditions, seeing if the area 

facilitates speeding or not. 

 
d. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data 

collector to ensure the count will be completed on time. 

 
e. Examine the speed data and note the differences between the 85th percentile speed and the 

posted speed limit. The 10mph pace is also important to review. Other useful pieces of 

information include speeds at different times (peak periods, overnight, etc.) and the outlier 

top speeds (amount and when). The volume and truck traffic data is interesting side 

information, but may not provide any specific insight into the speed concern. 

 
f. Using Template 11B and Template CC reply to the initial requestor. This example assumes 

speeding is not an issue and that no changes will be made, it offers other options to alleviate 

the concern, such as using a speed trailer to inform drivers and get them to slow naturally. 
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g. If changes to the roadway are to be made, such as speed hump or intersection divider, make 

sure to notify the adjacent property owners and residents. Hold a meeting to determine if 

there is widespread support for the change or not. 

 

h. Order the proper improvements, if any, and then make sure to follow up in a timely manner. 

Ideally, the follow-up action will occur within a month. Even if the action is not what the 

requestor wanted, following the standard procedure and following-up on the recommended 

action quickly will build good will within your constituency. 
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Template 11A:  Reply to Excess Speed Concern 
 

 

 

Re: Concern regarding speeding on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. Now that we have confirmation, city 

staff will be out to review the site and collect traffic data the week of (date). 

 

We will document the current speeds over the course of two days. One key measure we will 

examine is what is known as the 85th percentile speed. This is the speed at which 85 percent of 

the traffic is travelling at or below. Ideally, the 85th percentile speed matches the posted speed 

limit, but results within 5 mph are also acceptable. That is, if we find the 85th percentile speed to 

be within 5 mph of the posted speed limit, it will be considered a normal functioning road 

without issue. 

 

If we determine there is a speeding issue, we have multiple options including increased speed 

enforcement and/or physical changes to the road. Should physical changes to the road be 

recommended, a meeting will be held with local residents and property owners to discuss the 

best solution. 

 

I will email you about two weeks after the data collection date with my findings and 

recommendation. Please let me know if you have any questions or concerns about this process, 

or if you have any additional traffic related concerns. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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Template 11B:  Reply with Findings and Recommendation of No 
 

Re: Concern regarding speeding on Someplace 

 

Dear Citizen, 

 
Thank you for expressing your concern regarding high vehicle speeds on Someplace. Attached is a 

technical memorandum with my findings and analysis. Based on my review of current conditions, it 

appears most motorists are not speeding. 

 
The statutory speed limit for this location is 30 mph and the measured 85th percentile speed is 34.5 

mph (within the acceptable 5 mph range). In addition, the 10 mph pace of the majority of vehicles is 

between 27 mph and 36 mph, again within an acceptable range.  

 
While we will not be making any permanent changes in the area, we did notice a few high speed 

vehicles consistently occurring in the p.m. peak period. I have notified the police and they intend to 

have a patrol drive through the corridor during this time. The police presence should slow down the 

few high speed drivers we noted at this time. In addition, you are welcome to use one of our hand-

held speed radars to see the speed of the cars for yourself. Cars often seem faster from the view of 

someone sitting or working in their yard. This device is easy to use and can help provide a better 

context of the actual speeds on the road for you. Please contact me at XXX-XXXX to arrange a date 

and time if you would like to use this device. 

 
Finally, we did notice some sight distance issue regarding the all-way stop control at the 

intersection of Pennsylvania Avenue and West 16th Street. A maintenance crew will be following-up 

at the site in the next couple of weeks to improve the visibility of the stop signs. Better visibility to 

and compliance of these stop signs may also reduce the speeds on the road. 

 
Please contact me if you have any questions or comments regarding this information, or if you have 

any other additional concerns. Thank you again for your bringing this concern to our attention. 

 
Sincerely, 

 

Me 

City of Townsville Traffic Engineer 
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12. TRAFFIC SIGNAL TIMING 

 

Procedure 

a. Use Template 12A to provide the requestor with a basic outline of the study procedure and 

schedule. 

 

b. Review city records to find out what the existing signal timing is and when it was last 

examined. If no record of the timing exists, then make a note to get the timing from the 

controller cabinet during the site visit. As a general guideline we suggest signal timing be 

reviewed every three to five years depending upon the level of development or 

redevelopment that has occurred around the site. Other items to check in the city records 

include: 

� Recent Turning Movement Counts. Only use this data if it was taken within the 

past year as older data may not correctly reflect new travel patterns. 

� Recent Development. If a new development or redevelopment has occurred 

recently, the travel patterns through the signal may have changed resulting in 

the current complaint. 

� Crash Records. In addition to city records, the Minnesota Crash Mapping 

Analysis Tool (MnCMAT) can be used to cross reference crashes at the site. 

Examine the types of crashes, including the time of day and other characteristics 

to determine if a trend exists. This may or may not correspond to the complaint. 

� Roadway Classification. Generally, the signal timing will devote more time to 

the higher order road, which should also correspond to the higher level of traffic. 

 

c. Use Template BB to prepare the data collection sheets for a turning movement count at the 

intersection. We recommend the use of a COUNTcam system to collect this data. If the 

concern was in regards to a specific movement or approach, the camera could be pointed in 

that direction to allow a view of the signal operations at various times. 

 

d. Visit the site - take note of any additional issues and confirm the accuracy of the Data 

Collection Sheets. Look for sight distance issues and also confirm there are locations to 

install the COUNTcam, or other automated data collection device. Bring a stop watch to 
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spot check the overall cycle length and a few phases, check to make sure that what was 

observed matches the signal timing from the city records. This is also a good time to check 

on the pedestrian push buttons and make sure the walk phase is brought up and that all of 

the signal indications work. 

 
e. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data 

collector to ensure the count will be completed on time. 

 
f. Perform the following analysis per the Highway Capacity Manual methodology: 

� Warrant Analysis. Confirm that the signal still meets warrants and is needed. 

� Peak Hour Operations Analysis. Using the existing signal timing, determine the 

Level of Service (LOS) for each movement, average delay, and vehicle stacking. 

� Signal Phasing/Cycle Length Analysis. Using the operations analysis as a base, 

determine if changes are needed. Consider the wait times for pedestrians as part 

of this review, particularly thinking about pedestrians waiting to cross during the 

cold winter months. 

 

g. Bring all the data together to examine and determine if any action needs to be taken in 

regard to the signal timing. 

 

h. Using Template 12B and Template CC and reply to the initial requestor with the study 

results and any changes that will be made. If changes are to be made be sure to include the 

time frame for when those changes will take place. 

 
i. Order the proper improvements, if any, and then make sure to follow up on your 

recommendation in a timely manner. Ideally, the follow-up action will occur within a month. 

Even if the action is not what the requestor wanted, following the standard procedure and 

following-up on the recommended action quickly will build good will within your 

constituency. 
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Template 12A: Reply to Signal Timing Concern 
 

 

 

Re: Concern regarding signal timing on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. We share your desire to ensure safe 

roads for the traveling public and adjacent neighbors. City staff will be out to review the signal 

operation and collect traffic data on (date). 

 

We will complete an examination of the intersection and if we determine there is a problem we 

will analyze it for the best possible solution. Please note that signal timing attempts to provide a 

reasonable amount of green time for every direction. So making the change you suggest may 

result in worse operations for other directions. We make every effort to balance the signal 

timing and provide the best operations for every direction. 

 

I will email you about three weeks after the data collection date with my findings and 

recommendation. Please contact me again if you have any questions about the process, or if 

you have any additional concerns about the traffic or roads in your area. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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Template 12B:  REPLY WITH FINDINGS AND A RECOMMENDATION 
 

 

 

Re: Concern regarding signal timing on Someplace 

 

Dear Citizen, 

 

Thank you for expressing your concern regarding the existing signal timing at the intersection 

of Someplace Attached is a technical memorandum with my findings and analysis. As you will 

see, making the phasing changes you requested would result in a downgrade of operations for 

other approaches. However, based on this review, we are going to implement adjustments to 

the timing. These changes should address your basic concern while maintaining acceptable 

operations for all drivers through the intersection. 

 

I also want to mention that we periodically review the signal timing for all signals in the city. We 

realize that traffic conditions are constantly changing and we do our best to make sure the 

traffic signals keep up with those changes. 

 

Please contact me again if you have any questions or comments regarding this decision, or if 

you have any additional concerns about the roads in your area. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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13. TRUCK TRAFFIC 

 

Procedure 

a. Use Template 13A to provide the requestor with a basic outline of the study procedure 

and schedule. 

 

b. Review city records, or other County/State sources, to find the following information: 

� Roadway Classification 

� Nearby Construction Projects. This could include street, building, utility, or 

other types of construction that would cause additional trucks to use the road in 

question. 

� Recent Classification Counts. See if any volume or classification counts have 

been collected in the past two years quantifying the truck traffic in the area. 

 

c. Use Template BB to prepare the data collection sheets for collecting truck volume data, 

including direction and classification, at the study location. Even though the concern is 

about truck traffic, if tube counters are used it will take no extra effort to get volume and 

speed data as well. Getting more data for the same amount of effort is one of the 

advantages of using the tube counters. 

 

d. Visit the site and take note of any additional issues and confirm the accuracy of Data 

Collection Sheets. Check the posted speed limit and also confirm there are suitable 

locations to install the tube counters, or for a technician to manually collect the data. 

Drive around the study location to either confirm construction sites or discover ones that 

might not have been in the records. Also check to see if the study area is a natural path 

for truck traffic to or from a major development or other entity. 

 
e. Forward the Data Collection Sheets to your technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data 

collector to ensure the count will be completed on time. 

 
f. Bring all the data together to determine the magnitude of the truck traffic, and whether 

that volume of trucks is acceptable on that road. It is also important to see whether or 
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not it is a temporary issue caused by a local development, or something more long term 

like a permanent business. Determine if any action needs to be taken in regard to 

reducing the truck traffic. 

 
g. Using Template 13B and Template CC reply to the initial requestor with your analysis 

and recommendation. If changes are to be made be sure to include the time frame for 

when those changes will take place. 

 
h. Order the proper improvements, if any and then make sure to follow up on your 

recommendation in a timely manner. Ideally, the follow-up action will occur within a 

month. Even if the action is not what the requestor wanted, following the standard 

procedure and following-up on the recommended action quickly will build good will 

within your constituency. 
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Template 13A: Reply to Truck Traffic Concern 
 

 

 

Re: Concern regarding Truck Traffic on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. We share your desire to ensure safe 

roads for the traveling public and adjacent neighbors. City staff will be out to review the site and 

collect traffic data on (date). 

 

We will complete an examination of the road, the existing truck traffic, and other specific details 

over the course of the next few weeks. Please note that some truck traffic should always be 

expected, such as garbage, package delivery, or moving trucks. If we determine there is a 

problem, we will also detail any action we will take to alleviate or eliminate the issue. 

 

I will email you about three weeks after the data collection date with my findings and 

recommendation. Please let me know if you have any questions about the process, or if you 

have any additional traffic related concerns. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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Template 13B:  Findings and Recommendation 
 

 

 

Re: Concern regarding truck traffic on Someplace 

 

Dear Citizen, 

 

Thank you again for expressing your concern regarding excessive truck traffic on Someplace. 

Attached is a technical memorandum with my findings and analysis. As you will see, the recent 

increase in truck traffic is due to a nearby housing redevelopment. After talking with the project 

manager, we expect the truck traffic to be back to normal in another month. 

 

We also�want�to�note�that�this�street�is�classified�as�a�“Collector”�roadway�in�the�City’s�hierarchy 

of roads. This means that while it contains many driveways on it, That-Road is intended to 

gather traffic from the surrounding neighborhoods for travel to and from larger order roads, like 

This-Road. Thus, That-Road is intended to have higher volumes and truck traffic than other 

residential roadways, like This-Road. 

 

Please contact me if you have additional questions or comments regarding this information, or 

if you have any other traffic related concerns. Thank you again for bringing this issue to our 

attention. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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14. CUT THROUGH TRAFFIC 

 

Procedure 

a. Use Template 14A to provide the requestor with a basic outline of the study procedure and 

schedule. 

 

b. Use Template BB to prepare the data collection sheets for collecting speed and volume 

data, including direction and classification, at the study location. Even though the concern is 

about cut through traffic (traffic going through the neighborhood to shorten their trip), if 

tube counters are used, it will take no extra effort to get speed and classification data as 

well. Getting more data for the same amount of effort is one of the advantages of using the 

tube counters. 

 
c. Visit the site and take note of any additional issues and confirm the accuracy of the Data 

Collection Sheets. Check the posted speed limit and also confirm there are suitable 

locations to install the tube counters, or for a technician to manually collect the data. Be 

sure to drive the corridor in each direction for a better feel of actual conditions. Seeing if the 

conditions are conducive to speeding or not. 

 
d. Forward the Data Collection Sheets to your field technician or to a data collection firm to 

begin the data collection process. Make sure to relay the project schedule to the data 

collector to ensure the count will be completed on time. 

 
e. Examine the results of the speed and volume data and note the volume of cars passing 

though the area. Also note the differences between the 85th percentile speed and the 

posted speed limit. The 10 mph pace is also important to review. Other items that could be 

useful to note include speeds at different times (peak periods, overnight, etc.) and the 

outlier top speeds (amount and when). The truck traffic volume is interesting side 

information, but may not provide any specific insight into the concern of cut through traffic.  

 
f. Optional: Perform a License Plate Matching Origin-Destination Study: Based on research at 

the University of California Berkley, if there are more than 1,000 vehicles per day travelling 

along a residential road the local residents will be negatively impacted. Because of this, 
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consider doing a license plate matching study at the entry and exit point of the 

neighborhood to determine the percentage of vehicles moving through during rush hours 

that are not from the area. If there are more than a 1,000 vehicles per day using the local 

street and the majority of those vehicles are cutting through the neighborhood, then 

consider traffic calming measures that would make the route less attractive to motorists. 

Follow�the�city’s�traffic�calming�policy�and�talk�to�residents�of�the�neighborhood�to�

determine if there is broad support for a traffic calming measures or not.  Note, the 1,000 

vehicle per day is not a valid threshold if the street is designated as a collector or arterial 

that is intended to carry higher traffic volumes. 

 
g. Using Template 14B and Template CC reply to the initial requestor. If cut through traffic is 

not an issue and no changes are recommended, consider other options to alleviate their 

concern, such as using a speed trailer or lending the resident a hand-held radar device for a 

few days. 

 
h. If changes to the roadway are to be made, such as a speed hump or intersection divider, 

make sure to notify the adjacent property owners and residents. Hold a meeting to 

determine if there is widespread support for the change or not. 

 
i. Order the proper improvements, if any, and then make sure to follow up on your 

recommendation in a timely manner. Ideally, the follow-up action will occur within a month. 

Even if the action is not what the requestor wanted, following the standard procedure and 

following-up on the recommended action quickly will build good will within your 

constituency. 
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Template 14A:  AFTER RECEIVING LOCATION CONFIRMATION 
 

Re: Concern regarding cut through traffic on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. We share your desire to ensure safe roads 

for the traveling public and the adjacent neighbors. City staff will be out to review the site and 

collect traffic data on (date). 

 

We will document the current speeds over the course of two days. One key measure we will 

examine is what is known as the 85th percentile speed. This is the speed at which 85 percent of the 

traffic is travelling at or below. Ideally, the 85th percentile speed matches the posted speed limit, but 

results within 5 mph are also acceptable. That is if we find the average speed to be within 5 mph of 

the posted speed limit it will be considered a normal functioning road without issue. 

 

Research at the University of California at Berkley found that quality of life is negatively impacted 

along residential streets that carry more than a 1,000 vehicles per day. Because of this research the 

Metropolitan Council uses the 1,000 vehicles per day level as the upper threshold a local residential 

street should carry. 

 

If we determine there is a speeding problem, or that the street is carrying more than a 1,000 vehicles 

per day, we have multiple options to explore in for resolving these issues. This will most likely take 

place in a public meeting so that every resident in the area can voice their opinion and concern. 

 

I will email you about two weeks after the data collection date with my findings and 

recommendation. Please let me know if you have any questions about the process, or if you have 

other traffic related concerns. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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Template 14B:  FINDINGS AND RECOMMENDATIONS (ATTACH TECH MEMO) 
 

 

Re: Concern regarding cut through traffic on Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city regarding cut through traffic on Someplace. Attached is a 

technical memorandum with my findings and analysis. Based on my review of current conditions, it 

appears most motorists are not speeding and the daily volumes are 450 vehicles per day, which is 

below the 1,000 vehicle per day threshold I described in my last email. Although not posted in this 

location, the statutory speed limit is 30 mph and the measured 85th percentile speed is 33.5 mph, 

within the acceptable range. In addition, the ten-mph pace of the majority of vehicles is between 26 

mph and 36 mph, again within an acceptable range. 

 

While we will not be making any permanent changes in the area, we did notice a few high speed 

vehicles consistently occurring in the p.m. peak period. I have notified the police and they intend to 

have a patrol drive through the corridor during this time. The police presence should slow down the 

few high speed drivers we noted at this time. We will also place one of our portable radar trailers on 

the street within the next month to inform motorists how fast they are driving.  

 

Finally, we did notice some sight distance issue regarding the all-way stop control at the 

intersection of Pennsylvania Avenue and West 16th Street. A maintenance crew will be following-up 

at the site in the next couple weeks to improve the visibility to the stop signs. Better visibility to and 

compliance of these stop signs may also reduce the speeds on the road. 

 

Please contact me if you have any questions or comments regarding this information or with any 

additional concerns. Thank you again for your help in addressing this issue. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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15. LINE OF SIGHT  

AASHTO’s�A Policy on Geometric Design of Highways and 

Streets provides six sightline sight distance conditions 

(Cases I, II, IIIA, IIIB, IIIC, and IV) which apply to all types 

of roadway intersections. Each state DOT may also have 

their own standards and the Minnesota DOT details 

sight distance calculations in Section 5-2 of its road 

design manual. 

 

We recommend every city incorporate clear triangles of 

sight at intersections into their ordinances. A reasonable 

rule of thumb for residential neighborhoods is to go 30 feet down each road from the corner 

then connect the ends and see if the resulting triangle is clear of obstructions, such as bushes, 

trees, or fences.  If the streets do not slope at the intersection, objects up to 24 inches tall are 

typically allowable in the clear zone. 

Procedure 

a. Use Template 15A to provide the requestor with a basic outline of the study procedure and 

schedule. 

 

b. Go to the site and approach the intersection from each direction. Most sight obstructions, 

like�a�hedge�or�fence,�will�be�obvious�and�you�won’t�need�to�perform�sight�distance 

measurements.�If�it�is�a�close�call,�you’ll�need�to�make�the�measurements. 

 
c. If needed, measure the sight distances. A good policy for measuring for adequate sightline 

distance is to use a height-of-eye of 3.5 feet (the height of someone sitting in a car) and a 

height-of-object of 3.5 feet (another car). Make a mark on a stick up 3.5 feet and stand at the 

intersection�where�a�car�would�stop.�Use�a�hand�level�to�look�down�the�approach�you’re�

concerned about. Have a second person move away from you on that approach with a stick 

also marked with 3.5 feet on it (placing one end of the stick on the ground, the 3.5-foot mark 

measuring from the ground up). Determine at which point you can no longer see the 3.5-

foot mark from your 3.5-foot vantage point and then measure how far away that is from you 
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(with either a measuring wheel or a 100 foot tape measure). Cross reference the distance 

against the appropriate speed limit of the street in the design tables to determine if 

adequate sight distance is provided. If the problem is caused by the grade of the street, 

blind�intersection�warning�signs�and/or�stop�signs�may�need�to�be�installed.�If�there’s�an�

obstruction, such as a shrub or such, on private property, the property owner will need to be 

contacted and instructed to have it removed. If they do not wish to remove the obstruction, 

intersection warning signs and/or stop signs can be installed, but its best to remove the 

obstruction if possible. 

 

d. Using Template 15B and Template CC reply to the initial requestor with your analysis and 

recommendation. If changes are to be made be sure to include the time frame for when 

those changes will take place. 

 
e. Order the proper improvements, if any, and then make sure to follow up on your 

recommendation in a timely manner. Ideally, the follow-up action will occur within a month. 

Even if the action is not what the requestor wanted, following the standard procedure and 

following-up on the recommended action quickly will build good will within your 

constituency. 
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Template 15A: Reply to Line of Sight Concern 
 

 

 

Re: Concern about visibility on Someplace 

 

Dear Citizen, 

 

Thank you for confirming the location and your concern. City staff will be out to review the site 

in the next three to four weeks to determine if a clear sight triangle is present. This is a right 

triangle whose legs are 30 feet long, measured from the corner of the road, and whose interior 

is free from obstruction, such as bushes, trees, or the like. 

 

I will email you about two weeks after the site visit with my findings and recommendation. 

Please let me know if you have any questions about the process, or if you have other traffic 

related concerns. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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Template 15B  Findings and Recommendation 
 

 

 

Re: Concerns about visibility on Someplace 

 

Dear Citizen, 

 

Thank you for contacting the city with your concern about the shrubs on the northwest corner 

of West 35th Street and Xenwood Avenue. Attached is a technical memorandum with my 

findings and analysis. Based on my review of current conditions, the shrub does in fact block the 

required sight lines. We have notified the property owner and requested the shrub be trimmed. 

If it is not trimmed per our guidance in the next three weeks, public works staff will go to the 

property and remove the shrub. 

 

Thank you again for raising your concerns about Someplace. Please contact me if you have any 

questions about this analysis or have other traffic related concerns. 

 

Sincerely, 

 

 

Me 

City of Townsville Traffic Engineer 
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TEMPLATE AA - Record of Correspondence 
Examples and Templates 
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Template AA Record of Correspondence: Template 
 

 

 

File Tree:  

 

Date of Original Request: 

 

Issue:  

 

Date of Initial Response: 

 

Date of Follow-Up Response: 

 

Action Taken: 
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Template AA Record of Correspondence: Non-Response of Requestor Example 

 

 

File Tree Suggestion  

 

Top Folder:  Citizen Requests 

Sub-Folder:   Speeding Concern 

File Name:  Pennsylvania_Ave_between_W_16th_&_W_18th–2015_01_10 

 

Date of Request:  January 10, 2015 

 

Issue:  

Mr. Smith emailed a concern about high speed traffic on Pennsylvania Avenue between 

West 16th and West 18th. 

 

Date of Initial Response:  

Email response for additional information on January 13, 2015. 

 

Date of Follow-Up Response: 

Email response for additional information on January 27, 2015. 

 

Action Taken:  

No response to follow-up emails, request considered closed due to inaction from 

requestor. 
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Template AA Record of Correspondence: Summary of a Response to 
Requestor Example 

 

File Tree Suggestion  

Top Folder:  Citizen Requests 

Sub-Folder:   Speeding Concern 

File Name:  Pennsylvania_Ave_between_W_16th_&_W_18th–2015_01_10 

 

Date of Request:  January 10, 2015 

 

Issue:  

Mr. Smith emailed a concern about high speed traffic on Pennsylvania Avenue between 

West 16th and West 18th.  

 

Date of Initial Response:  

Email response for additional information on January 13, 2015. Mr. Smith re-confirmed 

his issue on January 15, 2015. 

 

Date of Follow-Up Response: 

Email response detailing process and expected timeline on January 16, 2015. 

Email summary of results and attached a technical memorandum on January 30, 2015. 

 

Action Taken:  

� Traffic study reviewed vehicle speeds; 85th percentile is 34.5 and 10-mph pace is 27-36 mph. 

� No permanent changes since speeds are within an acceptable range. 

� Email offer to Mr. Smith on January 30 (as part of study response) for the use of a hand-held 

speed radar. 

� Email request to Officer Johnson on January 30, 2015 for patrol drive-thru of location during 

p.m. peak period due to noted high speed vehicles during that time. 

� Email request to John Peterson, Public Works, on January 30, 2015 regarding tree trimming 

to improve sight distance to the stop signs.
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TEMPLATE BB  - DATA COLLECTION SHEET 

EXAMPLES AND TEMPLATES 
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Template BB Data Collection Sheet:  Tube Count Sheet 
 
 
 

File Tree: 

 

 

Data Collection Sheet 

 

Location:           

Device Type:           

Camera/Counter #:          

SD Card Number:          

Recording Period:          

Date & Time Placed:          

Date & Time Removed:         

Location Map and Approximate Location of Traffic Counting Devices: 
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Template BB Data Collection Sheet:  Tube Count Example 

File Tree Suggestion  

Top Folder:  Citizen Requests 

Sub-Folder:   Truck Traffic 

File Name:  Pennsylvania_Ave_between_W_16th_&_W_18th–2015_01_10 

 

Tube Counter Sheet 

 

Location:   Pennsylvania Avenue between W 16th and W 18th   

Counter Number:  10        

Recording Period:  January 13 - 14, 2015      

Date & Time Placed:  January 11, 2015 at 2 p.m.     

Date & Time Removed: January 15, 2015 at 9 a.m.     

 

Location Map and Approximate Location of Tubes 

 

North 

Attached to tree 
 A = northbound 

 B = southbound 
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Template BB Data Collection Sheet:  Parking Example 

File Tree Suggestion  

Top Folder:  Citizen Requests 

Sub-Folder:   Removal of No Parking 

File Name:  Dakota_Ave_between_Hamilton_&_W_35th–2016_01_05-

Data_Collection 

 

Video Recording Sheet 

Location:   Dakota Avenue at W 35th Street   

Camera Number:  1     

SD Card Number:  2     

Recording Period:  January 16, 2015     

Date & Time Placed:  January 16, 2015 at 2 p.m.    

Date & Time Removed: January 19, 2015 at 9 a.m.    

 

Location Map and Approximate Location of Camera: 

North 

 

Attached to Light Pole 
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Template BB Data Collection Sheet:  Turning Movement Count Example 

File Tree Suggestion  

Top Folder:  Citizen Requests 

Sub-Folder:   Signal Timing 

File Name:   Woodlane_Ave_&_36th_St –2015_01_07–data_collection 

 

Location Map and Approximate Location of Camera: 

 

Location:   Woodlane Avenue at West 36th Street   

Camera Number:  1        

SD Card Number:  2        

Recording Period:  January 14, 2015      

Date & Time Placed:  January 13, 2015 at 2 p.m.     

Date & Time Removed: January 15, 2015 at 9 a.m.     

 

Location Map and Approximate Location of Tubes:  

North Attached to 
Neighborhood Sign 

Note: Faces South 
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TEMPLATE CC - Technical Memorandum 
Examples and Templates 
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Template CC:    Technical Memorandum Template 

File Tree:  

 

Technical Memorandum (general format) 

To:  

From:  

Copy: 

Date:  

Subject:  

 

Purpose 

 

Summary of Recommendations 

 

Data Collection 

 

Corridor Observations 

 

Analysis 

 

Findings and Recommendations 

 

Attachments 
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Template CC Technical Memorandum:   No Mitigation Example 

 

 

Technical Memorandum (No Mitigation Example) 

To   Citizen 

From   Me, Townsville Traffic Engineer 

Copy   My Boss, Townsville City Engineer  

Date   August 6, 2014 

Subject  Two-Way Stop Signs at West 35th Street/Xenwood Avenue 

 

Per your request, I have analyzed the West 35th Street/Xenwood Avenue South intersection to 

determine if stop signs should be installed to control traffic. This memorandum documents my 

analysis and findings. Based on my review of current conditions, no stop signs will be 

installed at the intersection. 

 

Data Collection and Observations 

Traffic data was collected at the intersection on July 23, 2014. Observations of the intersection 

were made during the same time. Crash records were also obtained for the intersection and 

reviewed. The data collection, observation, and review yielded the following key details: 

� The daily traffic volume on West 35th Street is approximately 200 vehicles per day. 

� The daily traffic volume on Xenwood Avenue is approximately 700 vehicles per day 

south of West 35th Street and 400 vehicles per day north of West 35th Street. 

� The 85th percentile speed along West 35th Street is 24 mph and the 85th percentile speed 

along Xenwood Avenue is 27 mph. This is the speed at or below 85 out of 100 motorist is 

driving and is the point in the data we typically use�to�determine�if�there’s�a�speeding�

problem. The streets have a 30 mph speed limit. 

� Clear sight lines are provided at the West 35th Street/Xenwood Avenue South 

intersection. 

� There has been one crash susceptible to correction by the installation of stop signs from 

January 1, 2012 through December 31, 2013. Please note that full data for 2014 is not yet 

available, which is why the previous two year data is used. 
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Analysis 

Using the traffic data and observations, this information was compared against the criteria for 

installing two-way stop signs per Section 2B.6 of the Minnesota Manual on Uniform Traffic 

Control Devices. This document is the legal standard to which we are held for the installation of 

traffic control devices such as stop signs. For two-way stop sign control, the primary guidance 

includes: 

� The major road traffic exceeding 6,000 vehicles per day. 

� Three or more correctable crashes in a 12-month period, or five or more crashes within a 

2-year period. A right angle crash involving a failure to yield at the intersection is an 

example of a correctable crash. 

� Limited visibility at the intersection. 

 

For this intersection, neither road exceeds 6,000 vehicles per day and only one crash has been 

record in the past two years. Our observations at the site noted acceptable sight distance and 

no visible concerns regarding being able to see other vehicles.  

 

Recommendations 

Based upon the existing traffic data and observations, the intersection does not satisfy the 

criteria necessary for installation of stop signs. No other factors are present that would justify 

installation of a two-way stop sign control at this time. 

 

Attachments 

Traffic Volume and Speed Data Reports 
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Template CC Technical Memorandum:   Mitigation Example 

 

 

Technical Memorandum (Mitigation Example) 

To   Citizen 

From   Me, Townsville Traffic Engineer 

Copy   My Boss, Townsville City Engineer  

Date   August 6, 2014 

Subject  All-Way Stop Signs at West 35th Street/Yosemite Avenue 

 

Per your request, I have analyzed the West 35th Street/Yosemite Avenue South intersection to 

determine if all-way stop signs should be installed to control traffic. This memorandum 

documents my analysis and findings. Based on my review of current conditions, stop signs 

will be installed at the intersection within 25 days. 

 

Data Collection and Observations 

Traffic data was collected at the intersection on July 23, 2014. Observations of the intersection 

were made during the same time. Crash records were also obtained for the intersection and 

reviewed. The data collection, observation, and review yielded the following key details: 

 

� The daily traffic volume on West 35th Street is approximately 5,000 vehicles per day with 

at least 300 vehicles per hour during 14 hours of the day. 

� The daily traffic volume on Yosemite Avenue is approximately 3,000 vehicles per day 

south of West 35th Street and 2,500 vehicles per day north of West 35th Street. At least 

200 vehicles per hour enter the intersection from the combined minor street approaches 

during 9 hours of the day.The minor street delay during the peak hour was found to be 

47 seconds per vehicle. 

� The 85th percentile speed along West 35th Street is 24 mph and the 85th percentile speed 

along Yosemite Avenue is 27 mph. This is the speed at or below 85 out of 100 motorist is 

driving�and�is�the�point�in�the�data�we�typically�use�to�determine�if�there’s�a�speeding�

problem. The streets have a 30 mph speed limit. 



The�Engineer’s�Guide�to�Citizen�Traffic�Requests 
 
  
 

SpackAcademy.com    88 | P a g e  
 

� Clear sight lines are provided at the West 35th Street/Yosemite Avenue South 

intersection. 

� There has been three crashes susceptible to correction by the installation of stop signs 

from January 1, 2012 through December 31, 2013. Please note that full data for 2014 is 

not yet available, which is why the previous two years of data is being used. 

 

Analysis 

Using the traffic data and observations, this information was compared against the criteria for 

installing all-way stop signs per Section 2B.6 of the Minnesota Manual on Uniform Traffic Control 

Devices. This document is the legal standard to which we are held for the installation of traffic 

control devices such as stop signs. For all-way stop sign control, the primary guidelines include: 

A. Where traffic control signals are justified, the multiway stop is an interim measure that 

can be installed quickly to control traffic while arrangements are being made for the 

installation of the traffic control signal.  

B. Five or more reported crashes in a 12-month period that are susceptible to correction by 

a multi-way stop installation. Such crashes include right-turn and left turn collisions as 

well as right-angle collisions.  

C. Minimum volumes:  

1. The vehicular volume entering the intersection from the major street approaches 

(total of both approaches) averages at least 300 vehicles per hour for any 8 hours 

of an average day; and  

2. The combined vehicular, pedestrian, and bicycle volume entering the 

intersection from the minor street approaches (total of both approaches) 

averages at least 200 units per hour for the same 8 hours, with an average delay 

to minor-street vehicular traffic of at least 30 seconds per vehicle during the 

highest hour; but  

3. If the 85th-percentile approach speed of the major street traffic exceeds 40 mph, 

the minimum vehicular volume warrants are 70 percent of the values provided in 

Items 1 and 2. 

D. Where no single criterion is satisfied, but where Criteria B, C.1, and C.2 are all satisfied to 

80 percent of the minimum values. Criterion C.3 is excluded from this condition. 
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For this intersection, the warrants for installing all-way stop sign control has been met per 

Section 2B.6 of the Minnesota Manual on Uniform Traffic Control Devices. 

 

Recommendations 

Based upon the existing traffic data and observations, the intersection satisfies the criteria 

necessary for installation of all-way stop signs and I recommend the installation of all-way stop 

sign control. 

 

Attachments 

Traffic Volume and Speed Data Reports 
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BEST PRACTICES GUIDE 
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I. ANNUAL STREET AUDIT 

 

We recommend that a rotation is made for city engineering staff to travel the roads in the areas 

they serve, checking on basic issues. This can be done in its totality once, then in smaller 

segments on a monthly rotation. In this way everyone in the department will come to better 

understand the road system, as well as where potential problems may crop up. On these checks 

the following issues should be noted: 

 

1. Trees blocking signs or hanging down onto walking paths of sidewalks 

2. Signs that should be replaced because they are faded or in disrepair 

3. Things on corners that block�motorists’�views�(e.g.�hedges,�trees,�landscaping�walls,�

signs, etc.) 

4. Burnt out traffic signal indications 

5. Street lights: burnt out bulbs, on during the day, off at night, etc. 

6. Traffic backing up between intersections or spilling out of turn lanes 

7. Bad potholes or bumpy roads 

8. People illegally running stop signs or signals 

9. A road where everyone is speeding 

10. Detours or construction zones that are marked incorrectly 

 

Your department will have discretion to have city public works correct some of these issues 

immediately. Make sure work orders are submitted as soon as possible to get minor things, like 

sign replacements, done quickly. If the item is under the county or state jurisdiction, notify the 

correct person at the correct agency to get the item corrected. If the problem discovered is 

expensive, or a long term fix, figure out a filing system that will address the problem again the 

next time a reconstruction opportunity comes up in which the problem can be fixed. 

 

Once this audit is done comprehensively the first time, break the city into sections and get on a 

rotation so that a full audit is completed at least once every five years. In addition the list 

provided is one that can be explained and given to every city staff member who regularly drives. 

This is keeping with our idea of implementing an early warning system. Have your co-workers 

let you know whenever they see something wrong with the transportation infrastructure and 

everyone will benefit from it. 
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II.  ANNUAL TRAFFIC SIGNAL INSPECTION 

We recommend everyone involved in the traffic signal inspection process review the Traffic 

Signal Maintenance Handbook produced by ITE and IMSA before beginning. At a minimum, a 

public works employee or a contractor should inspect and maintain every traffic signal under 

your jurisdiction annually. It is possible that rodents, wasps, or other animals have made your 

controller cabinet or junction boxes home. That is why we recommend doing the inspection in 

early spring or late fall, when they are either dormant or have had less time to make their 

homes there. 

 

Things to do during traffic signal inspection: 

� Replace the air filter 

� Vacuum/sweep the inside of the controller to remove debris 

� Walk around and test all of the pushbuttons 

� Confirm all signal and pedestrian indications are working 

� Confirm all overhead luminaries are working. This may take an evening visit or setting up 

a camera. 

� Confirm all vehicle detectors are working 

� Perform a visual inspection of the wiring 

� Open handholes and junction boxes to confirm they are not full of water or inhabited by 

vermin 

 

In addition to the annual inspection, it is recommended by the National Transportation 

Operations Coalition that traffic signals be retimed every 3-5 years or when a major 

development that is expected to significantly increase and/or alter traffic patterns opens. 
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III. CREATING CITY WEBSITE PAGES RELATED TO TRAFFIC ENGINEERING 

It is up to your department to determine how much traffic engineering information is posted on 

the city’s�website.�We�prefer�to�see�more,�not�less�information�online,�but�we�realize�

maintaining the website is an ongoing process, so be careful how much your department 

commits to. 

 

An ideal website would include: 

 

� A form for reporting a problem 

� A form for requesting a study 

� Contact information for the engineering staff member who responds to traffic concerns 

� Information on current road construction within the city, including links to projects being 

carried out by other agencies 

� General information about common traffic related questions and concerns along with 

related city policies 

 

Here are traffic related city websites we recommend reviewing when considering updates to 

your website: 

� City of Bellevue, Washington – Neighborhood Traffic Safety Services 

� City of Mesa, Arizona – Transportation Department 

� City of Yakima, Washington – Stop Signs in Neighborhoods 

� Denver, Colorado – Traffic and Parking 

� City of Tampa, Florida – Traffic Control Device Requests 
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RESOURCES 
 
Everyone can use a little help from time to time, which is why we created a variety of resources 

to help traffic engineers.  

 

Spack Academy 

Traffic engineering tools to help you with your job, including samples, and templates. Check out 

the industry leading Traffic Study Manual and Traffic Counting Manual, as well as our easy-to-

use warrant analysis spreadsheets. Learn more at SpackAcademy.com.  

 

CountingCars.com 

More than 2,000 customers in 50 US states, 45 countries on 6 continents trust 

CountingCars.com for their traffic counting gear. CountingCars.com is home to the COUNTcam 

video based counting systems, tube counting products, radar systems and counting products. 

Visit CountingCars.com for more information.  

 

Spack Consulting.  

Spack Consulting specializes in traffic studies, travel demand management plans, parking 

studies�and�traffic�control�design.��We’ve�worked�with�more�than�����development�and�over�

250 different clients and our work comes with an unconditional satisfaction guarantee. Learn 

more at Spack Consulting. 

 

MikeOnTraffic 

This industry leading blog by Mike Spack explores, discusses and presents information about 

the transportation industry. Posts range from analysis software features, tips on data collection 

and general industry-related tidbits. Learn more at MikeOnTraffic.com. 

 

Contact Us 

Have�a�question�about�this�guide’s�content?�Or�have�a�engineering�topic�you’d�like�to�explore?�

We would love to hear from you.  

� Mike Spack mspack@spackconsulting.com Connect on LinkedIn 

� Bryant Ficek bficek@spacksonsulting.com Connect on LinkedIn 


