Time Requirement Notification
For use by Certified LPAs on Federal Aid Projects
SAMPLE FORM - Agency is responsible for evaluating the contents for fitness for use and to consult with agency’s subject matter resources and/or legal counsel as appropriate prior to use.
See ODOT Utility Relocation Manual Section 3-4 (Second Notice)

Click to select Date


Issued To:	Utility Company Name  (hereafter “Utility Company”)
		Utility Company Address
		Utility Company City, State, Zip

Issued By:	Agency Name  (hereafter “Agency”)
		Agency Address
		Agency City, State, Zip

Subject: 	Relocation Time Requirements
	
Project Name
Project Location
Project County

		ODOT Key Number: Insert #
Agency Project Number: Insert #
Consultant Firm Name: Insert Firm Name or N/A

Click to select when a Consultant Firm has been retained by the Agency, delete if not applicable.  

Pursuant to the provisions of Insert Applicable State Law, Local Law/Code, and/or Franchise Agreement, you have advised the Agency Click to select Verbally or In Writing that the utility work will be completed as listed below:

Work Required Prior to Construction: 
The Utility Company will relocate, adjust and/or install the following prior to construction. All work performed by Utility Company crews shall be completed no later than the completion date specified in the table below.  

	Work Element
	Insert Work Element 

	Facility
	Insert Facility 

	Approximate Locations
	Insert Location 

	Type
	Click to select Work Type

	Details
	Insert Notes 

	Completion Date
	Click to select Completion Date



Work Required During Construction: 
The Utility Company will relocate, adjust and/or install the following during construction. All work performed by Utility Company crews shall be completed no later than the completion timeframe specified in the table below.  

	Work Element
	Insert Work Element 

	Facility
	Insert Facility 

	Approximate Locations
	Insert Location 

	Type
	Click to select Work Type

	Details
	Insert Notes 

	Completion Timeframe
	Describe completion timeframe in relation to the work being performed. (Example: Power Co installs new pole by X date. Comm Co 1 moves by X days after pole installed. Comm Co 2 moves by X days after Comm Co 1 moves. Power Co removes existing pole X days after Comm Co 2 moves.




The above work may begin once all agreements, permits (city/county/state) and other required documentation are in place. A permit from the adjacent jurisdiction may be necessary depending on the relocation plan.

Prior to entering on any newly acquired right of way to commence the utility work, contact the Project Manager below. The Project Manager can advise you as to any property on which the county/city does not yet have a legal right of entry. 
Name
Phone: Phone #| Email: Address

Contact the following to schedule an on-site meeting to review and approve field staking. This step shall ensure that the facility work will accommodate the proposed project construction. With this same call, you may request that the Agency provide reference staking or marks to assist the field staking activity. 
Name
Phone: Phone #| Email: Address

If the Utility Company fails to meet the time requirement specified above, the Utility Company will be subject to any and all delay claims.

If the time requirements stated above are incorrect, please contact me as soon as possible so that I can address your concern and make a revision if possible.

Thank you for your cooperation.

Sincerely,


Name
Utility Coordinator
Phone: Phone #| Email: Address

CC: 	ODOT State Utility and Railroad Liaison at UtilityandRailProgra@odot.oregon.gov
Name, ODOT Project Contact
Name of Agency or Consultant PM, Project Manager
(ODOT CLPA) 734-5421 (November 2025)
(ODOT CLPA) 734-5421 (November 2025)
