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Policy
South Dakota Department of Transportation (SDDOT) employees will follow these procedures
when a proposed or current project affects utilities.
Persons Affected
Operations Division: Region Engineers, Area Engineers and Operations Support; Planning and
Engineering Division: Project Development, and Road Design; Finance and Management
Division; Audit
Purpose
The purpose is to establish guidelines for administering agreements for utility adjustments
and/or relocation. These guidelines will identify the responsibilities and authorities necessary for
issuing notifications, preparing agreements, making inspections, documentation, and payment.
Procedure
I.

Notifying and Negotiating with Affected Utility Companies
1.
Road Design or Region Design to provide preliminary project information and
recommendations pertaining to grade line, clearance, borrow, detour, etc. and
assist in determining equitable solutions to utility/highway relocation problems.
2.

The Utility Section Employees will:
a.
Determine ownership of each utility affected by the proposed project.
b.
Notify each utility owner that its facility or facilities may be affected by the
proposed project.
c.
Request the utility company to submit plans, cost estimates, and a
schedule of anticipated work for adjustments and/or relocations where the
work will be performed on private easements or combination of private
easement and public right of way.
d.
Determine the cost share percentage for adjustments and/or relocations
where work will be done on both private easements and public hghts of
way.
e.
Negotiate and prepare all necessary agreements in accordance with
S D D O T contract policies and procedures.
f.
Complete and process Form DOT-121, "Agreement and Work Order".
g.
Negotiate estimated value and quantities of the salvaged material with the
utility owner and incorporate those items into the agreement.
h.
Distribute approved agreements to all parties involved.
i.
Certify that the utility relocation agreements and/or arrangements have
been completed.
j.
After the utility certification date and prior to the project letting date,
provide each utility company's contact information and their schedule to
complete the work to the Area Engineer by email with a copy also being
sent to each utility company.

k.

If the project delivery date is substantially delayed, contact the pertinent
utility companies to ensure that they will be able to meet project
requirements with the new letting date.

II.

Preconstruction Communication and Coordination with Utilities
1.
The Area Engineer, or their designee, will:
a.
Coordinate the start of utility work with the utility company. This should
include ongoing communication between the Area Engineer and utility
company to ensure the utility schedule will accommodate the overall
project schedule.
b.
Issue the notice to proceed to the utility company after receipt of the shell
document from the Utility Section.
c.
Make sure the utility company notifies the Area Engineer before starting
work.
d.
Provide the Prime Contractor's contact information, expected utility
schedules and notification of the project preconstruction meeting to each
utility company by email with a copy to the Prime Contractor after the
project letting date. The email should include a request for confirmation of
utility schedules or changes to utility schedules.
e.
Make sure the Prime Contractor and each utility company
communicate their project schedules to each other prior to the
preconstruction meeting.
f.
Make sure the utility company obtains a utility permit from the Area
Engineer whenever any adjustment and/or relocation work is to be done
within the State right of way, before the utility starts work—provided there
is no agreement in place.

III.

Inspection and Documentation of Utility Work
1.
The Utility Section will recommend Class A, B, or C inspection, considering the
magnitude, complexity and type of work to be performed.
2.
The Area Engineer, or their designee, will:
a.
Perform inspections in accordance with the class of inspection
recommended by the Utilities Section:
•
For a C l a s s A inspection, do the following:
o A daily inspection, the continuity of which will be dictated by the
magnitude, complexity and type of work being performed,
o Document the following in a separate diary:
•
Number of construction workers working.
•
Equipment being used.
• Type of work in progress.
•
Location of work in progress.
• For a C l a s s B inspection, do the following:
o An intermittent inspection averaging at least once weekly,
o Additional inspections as necessary for special conditions,
o Document the following in a separate diary, including:
• Number of construction workers working.
• Equipment being used.
• Type of work in progress.
• Location of work in progress.
• For a C l a s s C inspection, do the following:
o At a minimum, do a final inspection to determine that the work
w a s completed in substantial conformance with agreement
requirements. [An occasional inspection during progress of

b.
c.
d.
e.

work is encouraged. Documentation of work in progress is not
required.]
Ensure tinat proper construction methods are followed, and the
requirements of the agreement are met.
On force account agreements, make sure the utility, during removal
operations, furnishes a list of salvaged materials.
Verify that the list of salvaged materials is correct.
Provide a copy of the list of salvage items to the Audit Office so they can
ensure the utility company gives the S D D O T credit for salvaged
materials. A copy of the list must be attached to the billing or voucher.

IV.

Additional Utility Adjustment Authorization
1.
The Area Office Employees will make sure increases for costs in excess of
contract amount or changes in the quantity or scope of the work to be performed
are covered by an authorized Form DOT-228U "Additional Utility Adjustment
Authorization" submitted by the utility company for either force account or lump
sum agreements.
2.
The Area Engineer will consult with the Utility Section for concurrence on major
design or scope of work changes involving utility adjustments and may approve
immediate action.
3.
Form DOT-228U will be authorized in accordance with Delegation of Authority
policy.
4.
The Area Office employees will submit the authorized DOT-228U to the Audit
Office for processing

V.

Processing Bills and Payments (Vouchers)
1.
The Area Office employees will:
a.
Check the progress billing submitted by the utility company for accuracy
in calculations and proper supporting documentation. If the agreement is
for actual cost payment, the billing needs to be itemized.
b.
Prepare a direct voucher with Form DOT-238U "Utility Adjustment
Certification", the billing, and necessary supporting documentation
attached for the verified amount due.
c.
Submit Form DOT 228U and supporting documentation along with the
voucher if the voucher amount is over the estimated cost shown in the
agreement. Failure to do so will result in the voucher being returned to the
Area Office until all appropriate documentation is attached.
d.
DO NOT send billing to Audit before submitting the voucher.
e.
Make any necessary adjustments on the next progress payment by the
Area Office.
2.
The Area Engineer will make sure progress payments for partially completed
work or for stockpiled materials are made to the utility company upon its written
request.
3.
The Audit employees will inform the Area Office of any identified discrepancies.

VI.

Final Inspection and Acceptance
1.
The Area Engineer, or their designee, will:
a.
Make a final inspection after work is completed and final billings are
received to verify the work w a s completed in substantial compliance with
the terms of the agreement and approved changes.
b.
Request that the utility company and other involved local agencies
participate in the final inspection.

c.

2.

The
a.
b.

c.
d.
e.
VII.

Verify the utility company percentage (if, per agreement, the utility
company is responsible for costs of work in public right of way) of the
project during the inspection.
Area Office employees will:
Verify the final billing from the utility company, checking calculations for
accuracy and for proper documentation.
Make sure all material salvage credits are given and verify the utility
company's share if the utility company is sharing some of the project
costs.
Submit the Form DOT-238U with all utility adjustments.
Attach Form DOT-228U and supporting documentation if the final voucher
exceeds the estimated cost shown in the agreement.
Prepare a voucher and send to the Audit Office for processing.

Audit
1.
The Audit employees will:
a.
Conduct an audit on each billing from each utility company.
b.
Notify Area Office of any changes to invoices.
c.
Submit invoices to Finance for payment.
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