What is a Public Meeting Summary?
A Public Meeting Summary provides a clear, accurate, and defensible record of public involvement conducted for an NMDOT project. It documents the outreach activities completed, the opportunities provided for public participation, the input received, and any resulting commitments or next steps.
A summary may document one public meeting or engagement activity, or it may cover several related activities conducted during a defined project phase or comment period. Activities may include public meetings, hearings, stakeholder meetings, property owner coordination, virtual meetings, surveys, online engagement, or other project-specific outreach.
The summary should be concise while providing enough information and supporting documentation to establish the following:
What public involvement occurred 
When and where activities occurred 
How the public and stakeholders were notified 
What information and participation opportunities were provided 
Who participated 
What comments, questions, and concerns were received 
How the project team addressed or considered the input 
What commitments or follow-up actions resulted
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This template was developed for use with the Public Involvement Portal and ToolBox. to promote consistent, complete, and defensible documentation across NMDOT projects.


2Name of Project and CN Number


PUBLIC Meeting Summary 
A Template for NMDOT Projects 
Study/Project Name, (If applicable, include the Study/Project Phase)
Control Number (CN)
Study/Project Location, including highway and Mileposts (MP)

Prepared for:
New Mexico Department of Transportation (NMDOT)
(Include NMDOT logo)
(If federally funded, include the Federal Highway Administration (FHWA)) 



Prepared by:
(Name and/or logo of firm)
Date (Month, Year)

Table of Contents
1. Introduction & Project Background	2
2. Public Event Overview	2
2.1 Project Team	2
2.2 Event Outreach	3
2.3 Event Materials	4
2.4 Meeting Agenda	4
3. Public Input Overview	5
4. Public Input Summary	5
5. Conclusions & Next Steps	6
Appendices	6



[bookmark: _Toc238056216]1. Introduction & Project Background
Provide a concise overview of the project, what the contracting organization was contracted for, and the background necessary to understand the public involvement activities that were conducted. Describe the project in clear, nontechnical language. Include, as applicable:
Project purpose and need 
Project location and limits 
Current project phase 
Anticipated project schedule
Reporting period documented in this summary
Avoid repeating extensive technical information available in other project documents. This section should provide enough context for a reader who may not already be familiar with the project.
[bookmark: _Toc238056217]2. Public Event Overview
The Public Event Overview introduces the public event documented in this summary and provides readers with a concise understanding of the event before presenting the supporting documentation contained in the following sections. Public engagement events can include a variety of formats, such as in-person or virtual-live meetings, in-person or virtual open houses, in-person workshops or focus groups, and similar engagement activities. 
Summarize the event by describing when and where it occurred, why it was conducted, how participants were engaged, and the overall level of participation, including event attendance totals. Provide a statement about whether language accommodation or other accommodation was requested. How were those services provided? Also include whether the event was held in an accessible location and at a time that supported public participation. Note any methods used to maximize public involvement, such as hybrid meeting options, alternative meeting opportunities, etc. 
Briefly introduce the supporting information documented throughout the remainder of this section, including project team participants, meeting notifications, event materials, and a summary of event activities.
[bookmark: _Toc238056218]2.1 Project Team
The Project Team section identifies the NMDOT, consultant, and partner agency representatives who participated in the public meeting and documents their role during the event. Include project team members who were responsible for meeting planning, facilitation, presentations, technical discussions, interpretation services, registration, note taking, or other meeting support functions.
List NMDOT representatives before consultant staff. Do not include members of the public.
	Name
	Role
	Organization

	Ex. John Doe
	Project Engineer
	NMDOT

	Ex. Jane Doe
	Environmental Coordinator
	NMDOT

	Ex. Edgar Allen Poe
	Facilitator
	Consultant Agency 


				
[bookmark: _Toc238056219]2.2 Event Outreach
Document the methods used to invite the public and project stakeholders to the meeting and demonstrate the outreach efforts completed prior to the public involvement activity.
Describe each outreach method used and provide sufficient information to document when and how meeting information was distributed. Include, as applicable:
Notification methods used
Distribution, publication, or posting dates
Intended audience or distribution area
Language(s) used
Accessibility or accommodation information included in the notice
Community partners or organizations that assisted with distributing meeting information
Notification methods may include direct mail, email, newspaper advertisements, news releases, project websites, social media, roadside banners, flyers, community partner distribution, agency communications, or other project-specific outreach methods.
As outreach efforts are discussed, include, where available, estimated or quantitative information and metrics disclosing views, shares, readership, number of contacts emailed, number of places flyers were posted, how many mailers the project team sent, etc. This type of information can be obtained through vendor requests, NMDOT coordination, desktop research, and internal materials, such as stakeholder contact lists.
Reference supporting notification outreach materials included in the appendices. 
[bookmark: _Toc238056220]2.3 Event Materials 
Document the materials prepared to support the meeting and provide participants with project information. Identify the materials developed for the meeting and briefly describe their purpose. Include materials distributed before, during, or after the meeting, as well as materials used to facilitate discussion or collect public input.
Materials may include:
Meeting agenda 
Fact sheets 
Presentations 
Display boards 
Maps or exhibits 
Frequently Asked Questions (FAQs) 
Comment forms 
Surveys 
Sign-in sheets 
Handouts 
Project webpages or digital resources 
Other project-specific materials 
Reference supporting materials included in the appendices.
[bookmark: _Toc238056221]2.4 Meeting Agenda
Provide a concise narrative describing how the public meeting was conducted and summarize the information presented to participants. Begin by summarizing the meeting agenda or sequence of activities. Then describe the meeting proceedings, highlighting the primary information shared with participants and opportunities provided for public participation.
Meeting proceedings should include, but are not limited to, the following:
Opening remarks and introductions
Overview of the project presentation
Key discussion topics
Opportunities provided for questions and discussion
Methods used to collect public comments
Closing remarks
Information shared regarding the public comment period, project schedule, or anticipated next steps
Summarize the presentation and discussion without reproducing presentation materials verbatim. Focus on documenting the overall flow of the meeting and the primary topics discussed.
When available, include representative photographs that help document the public involvement activity. Photographs should include brief captions describing their relevance to the meeting.
[bookmark: _Toc238056222]3. Public Input Overview
Document the opportunities provided for the public to submit comments and describes how input was collected throughout the public involvement process. Describe the methods available for submitting comments before, during, and after the public meeting. Include information about how community members were informed of comment opportunities, the duration of the public comment period, and the methods available for providing feedback. 
Include the following, as applicable:
Public comment opportunities provided before, during, and after the meeting 
Comment submission methods (e.g., digital comment form, email, mail, verbal comments, comment forms) 
Project contact information provided to the public 
Comment period opening and closing dates 
Summary of when and how comments were received 
Reference copies of public comments included in the appendices.
[bookmark: _Toc238056223]4. Public Input Summary
Document the comments, questions, concerns, and feedback received during the public meeting and throughout the public comment period – this can be broken into two subsections. 
Summarize and provide a synopsis of the public input received in an objective and concise manner without identifying individual participants. Organize feedback by common themes or topic areas, when appropriate, and describe how project team members responded to questions or addressed concerns during the meeting or comment period. When applicable, identify recurring themes, areas of consensus, differing perspectives, and issues requiring additional evaluation or follow-up.
As an Appendix, also prepare a detailed reference of public comments and feedback. For public input received at a meeting, organize comments, capturing the essence of each comment, question, or statement. Note, as well, responses provided by the project team. For input received during the comment period, organize comments into a matrix table. Include submission information, such as commentor name, email address, zip code, etc., as well as the comment provided. Ensure that sensitive commentor information is redacted for the public-facing summary. 
[bookmark: _Toc238056224]5. Conclusions & Next Steps
Summarize the overall outcomes of the public meeting and document how public input will inform future project activities.
Provide a concise summary of the meeting's accomplishments and key takeaways. Special attention should be given to addressing areas of concern identified in the Public Involvement Plan (PIP). Note how, if at all, these concerns manifested or influenced the public involvement process. 
Describe any commitments made during the meeting, planned follow-up actions, and how public input will be considered as the project advances. 
Include the following, as applicable:
Overall meeting outcomes 
Key themes or insights identified through public input 
Commitments made by the project team 
Planned follow-up actions 
How public input will inform future project decisions 
Anticipated future public involvement opportunities, if applicable 
Next steps for the project
[bookmark: _Toc238056225]Appendices
The Appendices should provide supporting documentation referenced throughout the Public Involvement Summary and serve as the official record of materials associated with the public meeting.
Include supporting documentation, as applicable, such as:
Public comments received *It is recommended to include this appendix first.
Public meeting notifications 
Public meeting materials 
Sign-in sheets 
Meeting photographs 
Additional supporting documentation referenced throughout the summary 
Supporting documentation should be formatted so that all material can be printed on 8.5 x 11 paper. Clearly label all materials within each appendix. 
Redact personally identifiable information (PII) from all appendices intended for public distribution. Maintain unredacted copies of documentation for NMDOT's internal project records.
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