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TO:  Users of the Real Estate Manual (Permits) 
 
FROM: Wendi Snyder, Utility & Railroad Program Manager 
 
RE:  Changes and Updates to the Real Estate Manual 
___________________________________________________________________ 
 
The only current and accurate source of ODOT’s Real Estate Manual is on the Office of Real 
Estate’s website.  This site is located at: http://www.dot.state.oh.us/real.  Desired information 
can be accessed by scrolling down the left column and selecting “Manuals”.  Specific 
information can be selected by clicking on the desired section. 
 
The Real Estate Manual is a “living document” as procedure will evolve and change.  Individuals 
or firms providing various services to the Office of Real Estate (e.g. negotiations, titles, 
appraisal, appraisal review, relocation, relocation review, closing, property management, 
railroad coordination utility relocation and permit application) must perform these services in 
compliance with current published policies and procedures.  Individuals utilizing a hard copy 
version of the manual, without accessing the website for updates, risk providing non-compliant 
services to the Office of Real Estate.  Therefore, all users must be aware of the changes as 
various sections of the manual are updated. 
 
ODOT will provide notice of manual changes on the Design Reference Resource Center (DRRC) 
web page.  Users of the manual can access this page and subscribe to be made aware of manual 
changes via e-mail notification.  Then, when changes to the manual occur, ODOT will provide 
direct notice to the subscriber.  This page can be accessed at http://www.dot.state.oh.us/DRRC. 
Scroll down to “Real Estate Policies and procedures Manual” and select the desired section for 
updates, or enter your e-mail address to subscribe for changes.  It is the user’s responsibility to 
maintain their most current e-mail address on the DRRC notification system.  The DRRC web 
site is updated four times a year. 
 
The Office of Real Estate may also provide additional guidance to its procedures by Inter-Office 
Communications (IOC’s).  These communications will be made a part of the Real Estate Manual 
and will be found in the Addenda of each section of the manual.  Individuals having questions 
pertaining specifically to the 8300 section may contact me at 614 728-8062. 
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8301 UTILITY REIMBURSEMENT ELIGIBILITY 
 
The Department’s responsibility to reimburse a utility for the relocation of their 
facilities that are affected by a highway project has to be met with an efficient 
and well defined process.  This portion of the Manual provides instructions on 
how the District Utility Coordinator, Central Office Utilities, the LPA, when 
involved, and the affected utility work together to assure all aspects of the 
Department’s reimbursement process are met. 
 

8301.01 Policy & Procedure 
 
The Department’s responsibility for reimbursing a utility for relocation of its 
facilities is defined in Section 5501.51 of the Ohio Revised Code and explained in 
this section of the Manual.  Reimbursement of utility relocation costs to the State 
by the Federal Administration is authorized by 23 USC and outlined in 23 CFR 645 
Sub-Part “A”.  In this regard, it must be clearly understood that the Federal 
Highway Administration does not pay utilities for relocation work performed, but 
rather, will reimburse the individual states based on the legal obligation of the 
state to pay the utility. Under the ORC, in order to be reimbursed, the utility must 
provide “vested interest” documentation in the real property its facilities occupy.  
It is important to note that Federal dollars can only be used when the utility 
receives approval for reimbursement before they begin the physical utility 
relocation work. 
 
The procedure for providing compensation to a utility for its relocation activity is 
based on the RE 75-1 Estimating Form and the RE 75-2 Summary of Billing Form. 
The processes, associated with providing the appropriate information by the use 
of these forms, will be outlined in the future components of this 8300 Section. 

 
8301.02 Reimbursing Private/Publicly Held Utilities 

 
Private or publicly held utilities are eligible for reimbursement when existing 
facilities are affected by the project and located on property where the utility has 
a compensable property right as follows: 
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A. On property owned by the utility 
 
B. On private property where the utility has a valid easement from the 

property owner 
 

C. On private property where the utility has a valid prescriptive right (affidavit 
required) 
 

D. On public road right of way where the utility has a valid easement which 
predates the rights held by the state 
 

Reimbursement eligibility must be substantiated by the utility providing the state 
with a file copy of the pertinent document (easement or affidavit) or by verifying 
the applicable recording data (deed book, volume and page) which supports the 
reimbursement claim by the utility.  Reimbursement eligibility does not extend to, 
or include, additions to or betterments of the existing utility facilities.  If none of 
this “property right” criteria is met, the utility would not be eligible for 
reimbursement of the costs associated with the relocation work.  The District 
Utility Coordinator must make sure the utility provides proper documentation 
associated with this process and that documentation has to be made part of all 
information the utility is required to provide when going through their 
reimbursement request. 
 

8301.03 Reimbursing Public Utilities 
 
Reimbursement eligibility of a public water line, sanitary sewer line, electric, 
steam or other facilities owned by a governmental agency is established when the 
existing facilities are affected by the highway project and located on property 
where the public utility has a compensable property right as follows: 
 
A. On property owned by the governmental agency that owns the public 

utility 
 
B. On private property where the public utility has a valid easement 

 
C. On public road right of way (including state road right of way) that is within 

the corporation limits of the government agency that owns the public utility 
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D. On public road right of way outside the jurisdiction of the governmental 

agency that owns the public utility where the utility has a compensable 
agreement with the governmental agency having jurisdiction 
 

Furthermore, there are these specific project commitments which must be made 
by the governmental agency in order for participation in utility relocation costs to 
apply: 
 
A. Through proper cooperative legislation, the governmental agency consents 

to the project and agrees to make all existing right of way, within its 
jurisdiction and necessary for the project, available. (Refer to the ODOT 
Project Development Process for timing and requirements for preliminary 
legislation) 
 

B. The governmental agency agrees to arrange for the relocation of other 
private or publicly held utilities occupying existing highway or street right of 
way without cost to the State 
 

C. Relocated utility installations shall be made in accordance with Department 
policy on the accommodation of utilities, except where prior approval by 
the Department is obtained for a modification to the policy 
 

D. Relocated utility facilities will be adequately maintained, without cost to 
the State, by the governmental agency upon completion of the relocation 
work 
 

E. The governmental agency agrees to save the State harmless from any and 
all claims or damages arising from, or growing out of, any utility relocation 
involved in the project. 

 
If these provisions and eligibility requirements are met, the Department will 
participate in the costs of relocations of utility facilities to the same extent as it 
participates in the other costs of the project.  Reimbursement eligibility does not 
extend to, or include, additions to or betterments of the existing utility facilities. 
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The Department will not participate in public utility relocation costs when the 
existing utility facility, owned by the involved governmental agency, is located by 
permit within state road right of way that is outside of the corporate boundaries 
of the involved governmental agency that owns the affected utility.  In 
conjunction, reimbursement of the relocation cost of public owned utilities, 
affected by the highway project and located on private property, is governed by 
the same criteria which applies to private/publicly held utilities. 
 
 

8302 UTILITY REIMBURSEMENT COMPONENTS 

 
The Department’s utility reimbursement process focuses on a variety of work 
activities that are eligible for reimbursement and the District Utility Coordinator/ 
the LPA (when involved) and Central Office Utilities works with the eligible utility 
in capturing all required information that must be presented in order to verify and 
confirm all costs associated with the utility’s relocation process. 
 

8302.01 Preliminary Engineering and Engineering Services 
 
When the utility’s relocation is eligible for reimbursement, the utility company’s 
engineering/design portion of the utility relocation process is conducted in two 
ways and the appropriate documentation, associated with the engineering/design 
work, needs to be provided in the following format: 
 
A. Use of Utility Company’s Staff 
 

If the utility company uses its staff to perform the engineering/design work, 
and is eligible for reimbursement under Section 8301, the utility must enter 
documentation in RE 75-1 Estimate Form showing the costs associated with 
the preliminary engineering and/or engineering design services their staff is 
providing in putting together their relocation plans. 

 
B. Use of Consulting Engineers 
 

When a utility company, that is eligible for reimbursement under Section 
8301, is not adequately staffed to perform the necessary preliminary 
engineering and/or construction engineering associated with the relocation 
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of the affected facilities, the utility may use consulting engineers, architects 
or other technical services for that work.  The use of outside consultants to 
perform these services can be authorized by the State upon inclusion of 
appropriate costs and support with the preliminary estimate.  Appropriate 
support will be the applicable rate schedule and/or contract covering the 
rates and services and the appropriate documentation needs to be 
provided. 
 

8302.02 Utility Easement Replacement 
 
If the affected utility facilities are in a location that the utility acquired from a 
property owner that gave the utility a “property right”, the Department will be 
acquiring that property for road right of way to service the project and the utility 
will be relocating their facilities into another location of “property right”, all costs 
to the utility, associated with the replacement of their “property right”, are 
eligible for reimbursement. To meet that reimbursement, the following 
information needs to be provided: 
 
A. Authorization 
 

When the highway improvement project necessitates relocation of utility 
facilities that are in a “property right” situation that is held by the utility, 
under Section 5501.51 of the ORC, the utility’s relocation activities are 
eligible for reimbursement. 
 

B. Eligible Costs 
 

When a utility has a property right as identified in Section 5501.51 of the 
ORC (own property, easement, etc.) and is in an “eminent domain” 
position, all costs associated with the utility’s efforts in obtaining a new 
easement to support the relocation of their facilities, in accordance with 23 
USC 123 and 23 CFR 645 regulations, are eligible for reimbursement. 
Expenses incurred by the utility, which are incidental to the acquisition of a 
replacement “property right” (normally an easement), may be reimbursed.  
These expenses may include such items as: 
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1. Salaries and expenses of utility employees while engaged in the 
appraisal and/or negotiation of the “property right” acquisition 

 
2. Amounts paid an independent appraiser/appraisers 
 
3. Recording costs 
 
4. Deed fees and similar costs normally paid incidental to land 

acquisition 
 
The utility shall be in a position to justify amounts paid for the “property 
right”.  The written valuation shall be accomplished prior to negotiation for 
acquisition.  In all cases, it is expected that sound valuation and acquisition 
practices will be followed by the utility. 
 
When there is reimbursement for replacement of a “property right”, there 
will be no charge to the highway project for that portion of the existing 
utility properties involved that is being transferred to the State for highway 
purposes.  The existing rights held by the utility will be released to the State 
prior to payment of the utility relocation billing. 

 
C. Relocation Occupants 
 

If property/easement acquisition by the utility requires that a structure be 
taken and the occupants relocated, the procedures of the Department’s 
Relocation Assistance Program, as required by Chapter 163 of the ORC, 
must be met.  Since the environmental document for the project must 
address these impacts, the utility shall notify the District Utility Coordinator 
of this situation in the early stages of the project development. 

 

8302.03 Contract Forces and Rental Equipment 
 
The District Utility Coordinator needs to work with Central Office Utilities, the LPA 
(when involved) and the utility itself in obtaining information on all aspects of a 
utility reimbursement.  The use of contract forces and/or rental equipment to 
perform utility relocation work can be authorized, either under an approval of a 
continuing contract or an appropriate bid solicitation process.  In either situation, 
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a request to use contract forces and/or rental equipment must be made by the 
utility and approval must be given by Central Office Utilities prior to the beginning 
of the relocation work.  Contract information must include rates to be billed 
and/or unit prices to be charged for the work performed.  Reimbursement for 
extra work, material, equipment or unanticipated work necessitated by the 
project must have prior approval by Central Office Utilities and be adequately 
supported. The following needs to be provided: 
 
A. Continuing Contracts 
 

A proper continuing contract request should include a statement that the 
utility is not staffed or equipped to perform the relocation work and, if not 
previously provided, a copy of the utility’s current continuing contract 
needs to be provided for use by Central Office Utilities.  After an existing 
continuing contract has been approved, it is not necessary for the utility to 
submit a copy to the State each time its use is needed.  If the continuing 
contract does not cover work to be performed, a quotation may be 
obtained from the continuing contractor to perform the work.  The 
quotation must be detailed in scope of work, quantities, unit rates and total 
costs to the extent that a comparison with the continuing contract can be 
made.  Conversely, if rates do not exist, a cost-plus system or incentive 
clause system cannot be used for utility relocation work without prior 
approval from Central Office Utilities. 
 
Because the utility company has some concerns about Ohio’s “public 
information” rule, a “Non-Disclosure” Agreement can be provided which 
significantly protects the contract from public review.  
 

B. Solicitation of Bids 
 

A proper bid solicitation request needs to include a statement that the 
utility is not staffed or equipped to perform the relocation work and the 
utility must provide a copy of the bid proposal, a tabulation of the bids and 
a complete copy of the low bid.  Whenever possible, at least three (3) 
prospective bidders should be solicited.  If the utility elects to use a 
contractor other than the low bidder, the obligation to the State will be 
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limited to the amount of the low bid unless there are sound reasons 
provided by the utility as to why the low bid cannot be accepted. 
 

8302.04 Material Identification/Evaluation Process 
 
When a utility relocates its facilities, the materials removed from existing systems 
may be handled by the utility company in ways in which they have value to the 
utility.  To provide credit to the Department, there are processes that establish 
the value and those costs need to be subtracted from the total reimbursement 
the Department is paying for the utility relocation. The items involved are: 
 
A. Permanent Facilities 
 

The utility must provide appropriate credit to the project for the remaining 
value of existing affected facilities which are removed.  The credit to the 
project is based on the manner in which the following removed facility is 
disposed of: 
 
1. Salvage Materials – These are removed materials which return to the 

utility company’s stock.  Credit is given the project for these removed 
materials at current stock price. 

 
2. Scrap Materials – These are removed materials that are sold for a 

scrap value.  The scrap value of these removed materials is the credit 
given to the project. 

 
3. Junk Materials – These are removed materials with no salvage or 

scrap value and can be disposed of following inspection by the State. 
 

B. Temporary Facilities 
 

Temporary salvage only applies to the credit given the project for the 
removal of recoverable facilities which have been installed as a part of a 
temporary relocation to accommodate the highway project.  These items 
should be returned to utility stock and a credit given to the project at 
current stock prices, minus 10% for depreciation. 
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C. Inspection 
 

The Department and FHWA shall have the right to inspect recovered 
material prior to disposal by sale or scrap.  This requirement will be 
satisfied by the utility giving notice to the District Utility Coordinator of the 
time and place the material will be available for inspection.  This notice is 
the responsibility of the utility and the utility may be held accountable for 
full value of the disposal material if notice is not given. 
 
Upon receipt of the notification from the utility that materials are available 
for inspection, the District Utility Coordinator shall establish the date and 
time for the inspection.  The date set for the inspection shall be a minimum 
of two days after notification except in the case of emergency.  Each party 
shall document the time and place for the inspection.  The District Utility 
Coordinator shall be responsible for conducting inspection at the time and 
place indicated, and shall complete an inspection report. 
 

D. Credits 
 
 Establishing the credit amounts is done as follows: 
 

1. If the removed materials are returned to the utility company’s stock, 
the credit is established from the materials’ stock prices. 

 
2. If the removed materials are in a condition unsuitable for use by the 

utility, but have been determined to have scrap or sale value, 
disposal may be made in either of two methods.  1. The recovered 
items can be sold to the highest bidder following an appropriate bid 
solicitation process or 2. The materials can be sold as scrap.  In either 
case, the proceeds of the sale shall be credited to the project. 

 
3. Where the new replacement facility includes material of a type 

different than the materials being replaced (i.e. aluminum cable for 
copper cable), the credit for the materials recovered from existing 
facilities need not exceed the current cost of the replacement 
materials. 
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4. The removal costs associated with the salvaging of the existing 
facilities shall not exceed the value of the recovered materials.  
Existing affected facilities should be removed only if required by the 
highway project or required by environmental mandate or law.  
Exceptions to this criteria must be approved by Central office 
Utilities. 

 

8302.05 Betterments 
 
When the Department is obligated for a portion or all of the costs associated with 
a utility relocation, a determination shall be made as to whether or not there will 
be a “betterment” regarding the new facility. The following guidance deals with 
the betterment situation: 
 
A. Determination 
 

Betterments are size, capacity or functional upgrades of an existing 
affected utility facility which are not required by the project, environmental 
mandates or law.  No betterment credit would be required for additions or 
improvements to utility facilities when the following specific criteria is met: 

 
1. When the improvement is required by the highway project, such as 

an increase in the length of a facility relocation, taller poles, addition 
of conduit or casing, special backfill measures or a request for 
temporary work. 
 

2. When replacement materials are equivalent, but not identical, to 
industry standards. 
 

3. When replacement materials are no longer regularly manufactured, 
the next highest grade or size of material may be utilized. 
 

4. When the improvement is required by regulatory mandate or law. 
 

5. When the improvement is required by current design practices 
regularly followed by the utility in its own work and there is a direct 
benefit to the highway project. 
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Additions or improvements incorporated into the relocation work, at the 
election of the utility, are not eligible for reimbursement.  Each utility 
relocation plan and estimate must be evaluated to assure that all items, 
included in the proposed rearrangement, are necessary for the highway 
construction and/or restoration of the utility back to its original functional 
condition.  It is understood that all issues, regarding betterment, will be 
resolved prior to approval of the utility relocation plan and estimate. 

 
B. Work in Construction Plans – Removals 
 

Whenever utility relocation work is incorporated into the highway 
construction plans, the existing affected facilities shall be abandoned in 
place, removed and disposed of, adjusted to grade or removed and reset.  
These facilities shall not be removed and stored for retrieval by the utility 
owner.  Disposal of removed facilities is to be determined by the highway 
contractor.  In the event that an exception to this criteria would apply, 
Central Office Utilities’ approval is required and the utility would be billed 
for the appropriate credit due the project in accordance with Section 
8302.05, “E” of this Utility Manual. 

 
C. Casing Pipe 
 

The use of casing pipe is considered a betterment and not eligible for 
reimbursement, unless the Department has required the use of casing or 
the policy of the utility is to use casing for all highway crossings. 

 
D. Spare Conduit 
 

Where an existing conduit system is affected by a highway project and all 
existing conduits are full and in use, the replacement system may 
incorporate one extra conduit without being considered a betterment.  
When utility work is included in the highway construction plans, the District 
Utility Coordinator shall make a determination regarding betterment of the 
proposed facility.  The District Utility Coordinator will provide appropriate 
coordination with the designer to assure that any betterments are properly 
reflected in the highway plans. 
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E. Credits 

 
A betterment credit is a comparison of material, labor, handling and 
additive costs between replacement of an in kind facility and the proposed 
facility.  The difference in the cost comparison will be the betterment credit 
due the project.  In the event the existing material is no longer carried or 
used by the utility, the replacement in kind material costs must reflect 
regular purchase quantities generally used by the utility and not special 
order quantities and prices.  At the discretion of Central Office Utilities, 
betterment credits may be based on a percentage of total costs derived by 
comparative estimates.  However, a comparison of alternative competitive 
bids will not be used in the determination of a betterment credit. 
 
When utility work is to be performed on a force account basis and a 
betterment is involved, the amount of the betterment must be credited to 
the project in the estimate and include itemized comparison supporting the 
calculations and credit.  The method for calculating the betterment credit 
must be approved with the estimate and be consistently applied at the final 
billing. 

 
When work is included in the highway construction plans and a betterment 
is involved, the utility will be billed for the cost of the betterment in 
accordance with the provisions of Section 8302.05, “A”.  The preferred 
method for calculating the betterment credit is to develop a percentage to 
be applied to the applicable bid items. 

 

8302.06 Accrued Depreciation 
 
On highway projects which involve utility reimbursement, the utility shall provide 
a credit to the Department for accrued depreciation in accordance with 23 CFR 
645, Sub-Par “A”.  This credit applies only to affected major utility facilities such as 
a building, pump station, filtration plant, power plant, substation or other similar 
facility. 
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Credit for accrued depreciation is not required for the relocation of service lines, 
distribution lines, transmission lines or facilities which are rehabilitated and/or 
moved, rather than replaced. 
 
The utility will determine the method for calculating the accrued depreciation 
credit based on existing accounting procedures and subject to Central Office 
Utilities approval.  The credit is expressed as a percentage based on a ration of 
the depreciated life of the facility and the total estimated life of the facility.  The 
percentage is then applied to the original cost of the facility to arrive at the 
applicable credit.  Detailed material must be included to support the credit which 
is provided in the estimate. 
 

8302.07 Partial Utility Reimbursement 

 
There are situations where the utility facility that is being relocated has a portion 
in easement and a portion in road right of way.  It is up to the District Utility 
Coordinator to provide information as follows: 
 
A. Proportional Basis   
 

Utilities can be reimbursed on an equitable proportional basis for costs 
associated with the relocation work when only a segment of the existing 
facility is eligible for reimbursement.  The utility must provide the District 
Utility Coordinator with a relocation plan that shows the portions that are 
in easement and the portions that are in road right of way by permit.  The 
Utility Coordinator will then evaluate the plan and establish a “percentage” 
of that portion of the utility relocation that is eligible for reimbursement. 
 

B. Percentage Evaluation 
 
 Percentages of participation are based on the existing facility which is 

affected by the highway project between the tie-in points of the relocated 
facility.  The percentages are calculated as a ration of eligible or ineligible 
facility to the total affected facility.  Then, the percentage of the project 
participation will be applied to the total cost of the estimated utility 
relocation work.  Calculations are based on affected poles that are 
removed, replaced or relocated for aerial facilities and affected lineal feet 
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for the underground facilities.  All percentage calculations are to be 
extended to two decimal places and are to be supported by an appropriate 
pole count sheet or underground calculation breakdown.  The electronic 
RE75-1 Estimate Form automatically calculates the correct percentage of 
participation between ODOT and the utility. 

 
C. Unlike Facilities 

 
Unless both existing affected utility facilities are eligible for 100% 
reimbursement, the District Utility Coordinator, in working with the utility, 
must not combine unlike facilities in the calculation of percentages of 
participation (aerial and underground or transmission and distribution).  
The disparity in costs associated with dissimilar facilities can have an 
adverse impact on either the utility or ODOT regarding the appropriate 
allocation of costs within the estimate.  

 
 

8303 UTILITY REIMBURSMENT ESTIMATES 
 
8303.01 Estimating Procedure 
 
The Department has created a utility reimbursement process that meets the 
regulatory requirements that are established under both Federal and Ohio law 
and outlines a format for capturing information from the utility that confirms 
their position of compensation and eligible relocation items for payment.  
 
Central Office Utilities provides approval for utility reimbursement and works with 
the District Utility Coordinator in obtaining the information by having the utility 
use the Department’s RE 75-1 Estimate Form in the following manner:    
 
A. Preparation for Utility Reimbursement 
 

The Department’s responsibility, to reimburse a utility for its relocation of 
facilities, is based on both Federal and State law and regulations.  The 
following list of requirements are in place to give the District Utility 
Coordinator guidance on what they need to do to make sure those 
governmental directions are met: 
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1. Detailed estimates, accompanied by a relocation plan, property 

rights and contractor information (if applicable), shall be prepared by 
each affected utility when the utility is eligible for, and proposes to 
claim, reimbursement for the costs associated with the relocation of 
the existing affected utility facilities.  All estimates must be prepared 
on the RE 75-1 Estimate Form.  Costs associated with preliminary 
engineering, right of way acquisition, labor and materials (temporary 
and/or permanent), supplies transportation, use of a contractor, 
rental equipment, consultant services, construction engineering, 
inspection, accounting, administration, overheads and supervision 
are eligible to be included in the preliminary estimate.  Approval of 
the reimbursement will not be granted without the estimate and 
associated property rights having been submitted and reviewed and 
the RE 75-1 Estimate Form signed by an authorized utility company 
representative.  In conjunction, utility relocation work which is 
performed prior to review and approval of the plan and estimate is 
ineligible for State and/or Federal reimbursement.  
 

2. All charges associated with the items on the estimate should be 
shown as lump sum costs.  In addition, the costs for new materials, 
salvage, consultant fees, betterments and accrued depreciation 
require support documentation along with the estimate form.  The 
charges for these items must be supported at the time of the 
estimate submission in order to verify the relationship of the costs to 
the proposed utility relocation work. 
 

3. Whenever a utility proposes to use contractor services or rental 
equipment, the costs associated with the work should be shown in 
the spaces provided on the estimate form.  Contractor information 
must accompany the plan and estimate submission.  If there are 
issues associated with the utility providing contractor information, 
the District Utility Coordinator will ask Central Office Utilities to 
provide assistance. 
 

4. The percentages of project and utility participation, established in 
accordance with the provisions set forth in Section 8302.07, “B” and 
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verified by the relocation plan, shall be shown in the spaces provided 
on the estimate form.  In conjunction, all percentage calculations 
must be supported within the estimate. 

 
5. If regularly used by the utility in its own operation, the use of unit 

costs, such as broad gauge units of construction, may be approved 
for estimating purposes by Central Office Utilities.  The Department 
must verify that the unit costs and supporting records are 
representative of actual direct and indirect costs and are 
accumulated under valid accounting procedures.  Unit costs are not 
valid for final bills, which must be based on actual costs. 
 

B. Material Funding & Funding Adjustments 
 

There are certain factors which can affect the proper allocation of costs 
within the preliminary estimates.  Following is information applicable to the 
development of the estimate which will provide the utility with a 
compatible replacement facility while assuring the proper expenditure of 
public funds: 

 
1. Material List – The estimate must include a material list covering all 

temporary and/or permanent materials to be installed which 
supports the cost figures reflected in the body of the estimate.  
Proposed materials included in the estimate must match those 
shown on the utility’s relocation plan in size, class and type.  For each 
item to be installed, the material list should include quantity, unit 
cost and applicable cost extension.  The iron and steel materials also 
have to meet the Federal “Buy America” Regulation as outlined in 
Section 8203 “I”. 
 

2. Salvage List – The estimate must include a salvage list covering all 
temporary and/or permanent materials being removed which 
supports the cost figures reflected in the body of the estimate.  
Whether of value or not, all materials removed should be included in 
the salvage list and must match the items shown on the plan size, 
class and type.  For each item to be removed, the salvage list must 
include quantity, unit value and applicable cost extension. 
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3. Removal Costs – The removal costs associated with salvaging of an 

existing affected utility facility shall not exceed the value of the 
recovered material.  Existing affected utility facilities should be 
removed only if required by the highway project or required by 
environmental mandate or law.  Exceptions to the criteria must be 
approved by Central Office Utilities. 
 

4. Joint-Use Facilities – The relocation of joint-use utility facilities is 
subject to the same criteria as other relocation submissions.  
Although one utility will generally take responsibility for the pole or 
conduit relocation, each utility involved is required to provide a 
relocation plan, and estimate if applicable, clearly showing the work 
to be performed.  Reimbursement eligibility would be subject to the 
compensable rights held by each individual utility and the approval of 
an acceptable plan estimate covering the utility relocation costs to be 
incurred. 
 

5. Conversion of Aerial to Underground – If a compensable utility elects 
to replace an existing aerial facility with a new underground system, 
the State’s reimbursement obligation is limited to the cost of a 
replacement of an in kind aerial facility.  In the event that the 
highway project would require an existing compensable aerial utility 
facility to be placed underground, the State would reimburse the 
utility for all eligible costs, excluding betterments. The eligible costs 
are defined as the cost difference between the aerial relocation and 
the underground relocation. 
 

6. Gas Loss – Payments for lost gas during pipe line tie-ins or purging 
operations is a reimbursable cost.  The estimate should include 
documentation to support the value of the projected gas loss by 
providing volume (usually mcf), a unit value per mcf and the 
appropriate extension.  This information will provide a comparison 
with the costs included in the final billing, which must reflect the 
actual volume of gas lost and a cost based on the rates at the time 
the utility relocation work was performed. 
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7. Spare Conduit – Where an existing conduit system is affected by a 
highway project and all existing conduits are in use, the replacement 
system may incorporate one extra conduit (same size as the existing 
conduit) without being considered a betterment.  Additional 
conduits, either for future expansion or at the election of the utility, 
are the cost responsibilities of the utility. 
 

8. Safety Requirements – The costs associated with safety or 
environmental requirements imposed by law are eligible to be 
reimbursed to the utility. 
 

C. Lump Sum Utility Estimate and Billing Process 
 

An alternate process has been developed to streamline utility 
reimbursement and still assure accuracy and fairness for both the State and 
the utility.  Lump sum estimates can be used to cover the cost of a 
replacement in kind relocation of an affected utility facility for reimbursable 
amounts of less than $100,000.  Although lump sum estimates are 
infrequently used and require additional information at the plan and 
estimate approval stage, time savings and diminished problems are realized 
at final billing.  A lump sum estimate must be supported by a complete 
analysis of the estimated cost of the proposed adjustment and shall be 
subject to prior approval by Central Office Utilities and, if necessary, the 
Federal Highway Administration.   

 
Estimates must be prepared on the RE 75-1 Estimate Form and the 
estimated cost for each item must be shown in the applicable section of the 
form in a lump sum format.  Each item of cost shown on the estimate must 
be supported by an itemized sheet detailing costs such as man hours by 
class and rate, equipment by type, size and rate, materials by items and 
prices, etc., which will give a clear understanding of the costs associated 
with the relocation work.  Payroll additives and other overhead rates must 
be itemized individually with a statement of what is included in each cost.  

 
A lump sum estimate must be accompanied by a relocation plan which 
together will give a clear picture of the utility relocation work to be 
performed.  Percentages of participation, established in accordance with 
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the criteria set forth in Section 8302.07, “B” and verified by the plan, shall 
be shown in the space provided on the estimate.  A lump sum must be 
thoroughly reviewed by Central Office Utilities to determine that the costs 
are accurate and reasonable.  It must be clearly understood that approval 
of the lump sum estimate establishes the actual amount to be paid to the 
utility for the utility relocation work performed.  Upon completion of the 
utility relocation work, a bill is submitted in the approved amount with 
proper documentation and proofs of payment.  

 
D. Processing Utility Relocation Plans and Estimates 
 

Utility relocation review responsibilities require knowledge of highway 
design and construction, utility design and construction, safety criteria and 
ODOT and/or FHWA law, policy and procedure.  While ODOT’s Central 
Office Utilities is responsible for the review and approval of the utility 
relocation reimbursement, the utility is responsible for assuring proper 
design, installation, operation and maintenance of the proposed utility 
facilities.  All plans and estimates will be prepared in accordance with the 
provisions of this Section.  Also, a plan and estimate review checklist 
(Section 8214.01, “D”) is a viable reference for both the creation and review 
of the utility relocation submissions.  In addition, exceptions to approved 
utility relocation policy must be submitted to Central Office Utilities for 
review, comment and approval prior to any authorization being issued to 
the utility. 
 
Prior to an estimate being sent to Central Office Utilities for approval, it is 
required that the District has received federal authorization for the utility 
costs and a funding event has been added to ELLIS to match the estimate 
that the utility has submitted. 

 

E. Utility Relocation Work Performed Prior to Approval 
 

Proper Central Office Utilities review and approval of the utility relocation 
and reimbursement is critical to assuring that the utility relocation work, be 
performed, is compatible with the construction requirements of the 
highway project and that the costs are properly charged and supported.  
Therefore, utility relocation work, which is performed prior to review and 
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approval of the plan and estimate, is ineligible for State and/or Federal 
reimbursement.  Furthermore, if it is necessary for the utility to deviate 
from the approved construction plan, estimate, materials list or salvage list, 
the utility must notify the District Utility Coordinator of the change/changes 
and not perform the utility relocation work adjustment until the District 
Utility Coordinator provides approval based on their coordination with 
Central Office Utilities.   
 
It is critical that the utility stay in communication with the District Utility 
Coordinator to assure reimbursement and keep the project from being 
delayed.  Overrun costs above ten percent (10%) of the original estimate 
may require a revised RE 75-1 Estimate Form.  It is imperative for the utility 
to submit their cost changes as soon as possible for review by the District 
Utility Coordinator and Central Office Utilities, get approval and continue 
their relocation work. The District Utility Coordinator must document the 
justification and process in the same manner as the original submission, 
including having the utility submit a revised plan and estimate.  

 
F. Central Office Utilities Estimate Review Responsibilities 
 

Under the Programmatic Agreement addressed in Section 8207.01, the 
Federal Highway Administration has placed compliance assurance with 
Central Office Utilities in regards to certain aspects of the utility 
relocation/reimbursement process. 

 
Central Office Utilities is responsible for assuring statewide continuity in the 
application of State and Federal laws, rules, policies and procedures 
regarding utility reimbursement eligibility, betterments, 
contractor/consultant use and safety.  

 
In order to discharge this responsibility, the Programmatic Agreement with 
FHWA assigns Central Office Utilities as the approving agency for all 
reimbursable utility relocation submissions and all utility relocations, 
reimbursable or not, involving Federal Oversight Review projects.  Utility 
relocation submissions outside the project scope of this Central Office 
responsibility are processed directly by the District Utility Coordinator.  
Central Office Utilities review and approval of utility relocation 
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reimbursement submissions must take place prior to any construction 
authorization being issued to the utility by the District Utility Coordinator.  
It is incumbent upon the utility to provide timely submission of the utility 
relocation plans and estimates to the District Utility Coordinator in order to 
allow for proper review and approval by Central Office Utilities.  Failure to 
obtain proper ODOT approval could result in a revision to the proposed 
relocation and/or jeopardize reimbursement. 

 
G. Relocation Approval to the Utility 
 

Upon completion of the plan and estimate review process and approval by 
Central Office Utilities, the District Utility Coordinator needs to authorize 
the utility to proceed with their proposed relocation work.  The 
authorization to the utility needs to include information pertinent to the 
relocation submission such as approved percentages of reimbursement 
participation, contractor approval and contingencies and coordination 
requirements that is all outlined with the RE 75-1 Estimate Form and 
attached information.   

 
After Central Office Utilities reviews and approves the utility’s plan and 
estimate, the District Utility Coordinator is also responsible for sending that 
approval to the utility and provide coordination of the following functions 
between the District and the utility: 

 
1. Furnish the District Construction Office with a copy of the approved 

plan and/or estimate, request that inspection of the utility’s 
relocation be provided to verify performance and quality of the 
utility work and advise if any special conditions or coordination needs 
to be performed during project construction. 

 
2. Request that the utility notify the District Construction Office or  

District Utility Coordinator, at least two working days prior to 
beginning their relocation work, in order to permit assignment of 
inspection personnel to review the relocation work. 
 

3. Maintain contact with the utility and the District Construction Office 
to monitor the utility relocation work. 
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4. When necessary, arrange for inspection of materials recovered from 

the utility relocation work. 

 
 

8304 UTILITY BILLINGS 
 
8304.01  Utility Reimbursement Billing Procedure 
 
The Department’s payment for all actual costs associated with the utility’s 
relocation process is captured by using the RE 75-2 Summary of Billing Form and 
all required verification information. Central Office Utilities has the responsibility 
to approve the reimbursement and works with the District Utility Coordinator and 
Central Office Finance to assure payment is made.  The following steps are used 
to provide all needed information: 
 
A.  Preparation  
 

The final bill must be prepared on the electronic RE 75-2 Summary of Billing 
Form and the certification on the last page must have an original signature 
of a responsible officer of the utility.  The items of cost must be shown in 
the applicable sections of the form in a manner that will allow comparison 
with the approved plan and estimate that was submitted by the utility 
when they were preparing the RE 75-1 Estimating Form information to 
receive approval for their compensation. 

 
In addition, each item listed on the RE 75-2 Summary of Billing Form shall 
be shown as a lump sum and shall be supported by itemized sheets which 
give a clear understanding of the costs associated with the utility relocation 
work.  All contractor payments shall be substantiated by invoices from the 
contractor and a copy of the cancelled check or payment record from the 
utility.  Payments for easements acquired to handle the utility’s relocation 
must be supported by proof of payment.  Each billing shall show, in spaces 
provided on the Re 75-2 Summary of Billing Form, complete information 
regarding the utility’s payment activity. 
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Upon review and acceptance by the District Utility Coordinator, the final 
bill, including the original invoice, is to be forwarded to Central Office 
Utilities for final review and payment processing.  Additional guidance 
associated with the billing process is covered under Item “C”, “Billing 
Verification by District” of this Section. 

 
B. Costs Ineligible for Reimbursement 
 

It should be noted that there are utility expenditures which would not be 
eligible for reimbursement by the Department.  Costs associated with 
AFUDC charges (allowance for funds during construction), Ohio Sales tax, 
betterments, overtime not required by the highway project and work 
performed without approval are examples of inappropriate expenditures 
which will not be reimbursed to the utility and should be excluded from the 
billing.  Any questions regarding the reimbursement eligibility of 
expenditures need to be referred to Central Office Utilities for review and 
payment decision. 

 
C. Billing Verification by District 
 

Prior to submission of the RE 75-2 Summary of Billing Form and all support 
documentation to Central Office Utilities for final review and payment, the 
District Utility Coordinator must work with all District individuals involved in 
the utility coordination process to check the bill for mathematical accuracy, 
assure the utility relocation work was performed in accordance with the 
approved plan and estimate, confirm the start and completion dates of the 
utility relocation work and verify that any contingencies involved with the 
original estimate approval were addressed.  The District Utility Coordinator 
needs to review the current project funding status to assure that adequate 
funds have been encumbered to pay for the utility relocation bill.  If funding 
is insufficient, the District Utility Coordinator must notify District Finance 
and request the additional funds are added to the utility relocation 
encumbrance and notify Central Office Utilities of this funding increase so 
that the office can monitor the project funding and make payment after the 
additional encumbrance has been confirmed.   
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If the utility reimbursable amount in the bill is more than 10% over the 
approved estimate, the explanation of the cost overrun must be included in 
the billing information.  Under the utility relocation coordination process, if 
the utility was to make an adjustment to their relocation work that would 
cause this increase in cost of more than 10%, the utility is required to notify 
the District Utility Coordinator in order to get approval for the additional 
cost prior to performing the work related to the estimate increase. When 
there is an increase of more than ten percent (10%), the utility must 
provide a detailed letter of explanation which shall accompany the final 
billing invoice.  Central Office Utilities will evaluate and determine if the 
overrun costs are acceptable for payment. 

 
The District Utility Coordinator’s review of the utility relocation bill must 
assure that the following items are addressed prior to forwarding the bill to 
Central Office Utilities for approval, processing and payment:  

 
1. The first page of the RE 75-2 Summary of Billing Form must be 

accurate as to identification of the utility, the complete address, 
highway project designation (PID), tax identification number or 
applicable W-9 form, an invoice or work order number, address 
where the invoice may be audited and dates for starting and 
completing the utility relocation work. 

 
2. Each item of cost listed on the RE 75-2 Summary of Billing Form must 

be supported by itemized detailed sheets that show man hours by 
class and rate, equipment by type size and rate, material items and 
prices, etc. which will give clear understanding of the costs 
associated with the utility relocation work.  The utility also must 
provide certification information that verifies that all iron and steel 
materials used in the utility relocation were manufactured in America 
and meet the FHWA “Buy America” regulations as outlined in the 
Department’s “Guidance for Meeting the Buy America Regulation” 
which is on-line.  

 
3. All costs associated with the utility’s easement acquisition must be 

properly supported by proof of payment which is handled by listing 
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the name of the grantor, copy of payment, and copy of the acquired 
easement.  

 
4. If contract costs are included in the bill, to support payment, invoices 

and proofs of payment need to be submitted. This would include a 
copy of the canceled check or payment record from the utility. 

 
5. If there has been salvage material (Section 8303.01, B “2”), the credit 

needs to be properly documented and supported by detailed sheets. 
 

6. If a Betterment is involved, it needs to be supported by details 
compatible with the approved estimate and properly credited. 
(Section 8208.01, “F”) 

 
7. If a credit for accrued depreciation is due, the amount shown must 

be supported by detail sheets reflecting the method used to 
determine the amount of credit. 

 
8. The percentages of participation related to the eligible and ineligible 

reimbursement for the utility relocation work must agree with that 
item approved in the estimate. 

 
9. Is the total amount of the bill reasonably close to the total amount of 

the approved estimate?  If the amount of the bill is substantially 
more than the estimate (10% greater), utility documentation 
associated with the District Utility Coordinator being notified of the 
increase must be added to the billing process.  

 
10. Major deviations from the approved plan and estimate must be 

clearly explained, properly supported and approved.  (See Section 
8303.01, “E”)  

 
11. The certification on the last page of the RE 75-2 Summary of Billing 

Form must be properly signed by a certified utility representative.  
Also, the “Buy America” box of the RE 75-2 Summary of Billing Form 
must be checked.  If the box is unchecked, ODOT cannot process 
utility billing for final payment. (See Section 8203.03, “I”) 
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12. The billing information must comply, in all respects, with the utility 

billing checklist included in Section 8214.01, “D” of the Manual.  
 

13. Reimbursement funding, based on the original estimate, must have 
been encumbered by the District. If funding for payment of the final 
bill is insufficient, the District Utility Coordinator must work with 
District Finance to get the additional funds added to the 
encumbrance before Central Office Utilities can process billing 
approval and payment.  

 
After the billing has been checked and necessary corrections made, the District 
Utility Coordinator shall forward the original and one copy of the complete RE 75-
2 Summary of Billing Form that has been signed by an authorized utility company 
representative, along with attachments and pertinent correspondence between 
the utility and District Utility Coordinator, to Central Office Utilities for review, 
processing, approval and payment. 
 

8304.02 Central Office Utility Payment Process 
 
Central Office Utilities is responsible for performing all of the final steps needed 
to confirm the cost of the utility’s relocation and provide payment when the 
utility is in a compensable position.  The following list of activity identifies the 
work Central Office Utilities undertakes to complete the bill payment process: 
 
A. Utility Bill Review and Payment Verification 
 

Upon receipt of the billing information from the District Utility Coordinator, 
Central Office Utilities is required to make a complete review of the billing 
package to determine that the utility’s relocation work was performed in 
accordance with the approved plan and estimate and confirm all 
information associated with a utility relocation change that resulted in an 
increase of at least 10%. The review also confirms the billing package is 
complete and in proper form, is adequately supported, is mathematically 
correct and complies with all State and Federal requirements.  Also, Central 
Office Utilities provides final verification that the funding status, as 
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provided by the District, is made to assure that adequate funds are 
available for payment. 

 
B. Release and Special Agreements 
 

Upon completion of its billing review, Central Office Utilities shall prepare 
the appropriate instruments (Release Agreement or Special Agreement and 
Waiver of Damages) that need to be executed by the utility.  The purpose 
of these instruments is to state the amount of payment to the utility, 
identify the highway project and location of the utility rearrangement and 
to release the Department from any further claims of compensation or 
damages regarding the utility’s relocation of its facilities.   

 
The Release Agreement is prepared by the District Utility Coordinator and 
forwarded to Central Office Utilities for processing.  By use of this 
document, the utility releases to the Department any existing easement 
rights held within the highway right of way where their existing facilities 
had been removed. The utility must be relocating to a point outside of the 
existing utility easement and additional property rights are acquired by the 
utility and the cost of those rights are being reimbursed by the State for 
replacement of their easement.  In its preparation, the District Utility 
Coordinator must provide a legal description of the property involved. All 
Releases of this nature must be notarized and recorded in the county of 
record.  The original instrument is retained by Central Office Utilities and 
copies are provided to the District Utility Coordinator and utility.  The 
District Utility Coordinator will see to it that the District Real Estate Office 
has the Release recorded in the county of record. 
 
When necessary, Central Office Utilities will prepare the Special Agreement 
and Waiver of Damages when the utility does not have to vacate its existing 
easement and their relocation takes place within the limits of that 
easement.  The agreement must be notarized, but does not have to be 
recorded in the county of record.  The original agreement document is 
retained by Central Office Utilities, with copies provided to the District 
Utility Coordinator and the utility. 
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C. Payment and Federal Participation 
 

Once a Release or Special Agreement and Waiver of Damages instrument is 
executed by the utility, Central Office Utilities will submit the billing to the 
Central Office of Accounting for further processing and issuance of a 
warrant (payment).  The warrant is then issued and sent to Central Office 
Utilities for forwarding to the utility.  If the utility prefers, and proper 
approval has been secured, payment can be made through Electronic Funds 
Transfer (EFT).  With either payment method, once payment is made to the 
utility, Central Office Utilities will let the District Utility Coordinator know of 
that payment.  If applicable, Central Office Utilities will request the Central 
Office of Payroll & Federal Accounting process the bill for Federal 
participation.  

 
D. Audits 
 

Under the Ohio Revised Code, all utility billings are subject to audit.  Audits 
will be performed by Central Office Finance and will be performed under 
the provisions of 23 CFR 645, other applicable State and Federal 
requirements and in accordance with ODOT auditing procedures.  When an 
audit of a utility reimbursement is to be performed, Central Office Utilities 
shall prepare and audit packet consisting of the following items: 

 
1. A copy of the bill from the utility. 
 
2. A copy of the estimate and any revisions. 

 
3. A copy of the utility relocation plan and any revisions. 

 
4. A copy of authorization to the utility to perform the utility relocation 

work, including the resolution of any contingencies. 
 

5. A copy of the bid tabulation, a copy of the bid from the successful 
contractor and a copy of the approval covering use of the low bidder 
or, if applicable, a continuing contractor. 

 
6. A copy of the utility salvage inspection notice to the Department. 
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7. A copy of the salvage report. 

 
8. If applicable, a copy of the utility letter explaining any cost overrun. 

 
9. A copy of the easement bill 

 
10. A copy of any documentation or explanation of variance from normal 

procedure. 
 

8304.03 Partial Billings 
 
There are times when the large cost of the utility relocation or the financial health 
of the affected utility has significant monetary impact and the utility requests the 
Department provide payment of partial billings during the utility relocation 
process.  Central Office Utilities will only consider providing a partial billing 
payment process if the District Utility Coordinator confirms the utility has begun 
its relocation work and is meeting the time frame for completing its work so 
that the highway project is not delayed.  With Department approval for such a 
request, Central Office Utilities will handle the process under the following 
conditions: 
 
A. Preparation 

 
The Department may consider, at the request of the utility, partial billing 
submission as a means to lessen the relocation’s cost impact on the utility, 
regardless of the financial condition or corporate size of the utility.  This 
option allows the utility to capture initial costs incurred during the 
preliminary engineering, easement acquisition, and materials necessary for 
the relocation of the utility’s facilities.  Upon incurring additional 
reimbursable relocation costs, the utility may submit additional partial 
billings, provided those invoices are not submitted more frequently than 
one hundred twenty calendar days (120) or upon incurring $100,000 
additional costs, whichever comes first.  In no case will a partial bill or total 
of multiple partial bills equal more than fifty percent (50%) of the 
reimbursable amount of the approved utility relocation estimate.  Partial 
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bills will be accepted when submitted on the RE 75-2 Summary of Billing 
Form and are prepared in accordance with the following criteria: 

 
1. Partial bills must be prepared in the same manner as final bills. 

 
2. The word “Partial” shall be clearly marked on sheet 1 of the RE 75-2 

Summary of Billing Form. 
 

3. Partial bills will be accepted when the costs submitted are actual 
accrued costs on the books of the utility and materials have actually 
been used in the relocation work as the date of the billing. 

 
4. Partial bills must be submitted with all inclusive actual accrued costs 

up to the date of the billing, less amounts previously billed on the 
same project. 

 
B.  Partial Billing Processing 
 

Verification is made by the District Utility Coordinator that the amount of 
the relocation work performed and the labor, materials and equipment 
used are in accordance with the billing.  The District Utility Coordinator 
shall then check the partial billing for completeness, mathematical accuracy 
and proper support documentation.  After the bill has been checked, the 
District Utility Coordinator shall forward the bill to Central Office Utilities 
for review, processing and payment.  A Release or Special Agreement 
Waiver of Damages is not required for a partial billing since the application 
instrument will be prepared and executed upon submission and processing 
of the final bill.  The final bill shall be prepared within one year following 
the completion of the utility relocation work and shall include all prior costs 
included in the partial billings.  If the utility fails to submit costs within one 
year following the completion of their relocation work, then the actual cost 
paid to the utility to date by ODOT will be considered as final payment.  If 
the utility is unable to submit its final bill within one year following 
completion of their relocation work, then the utility may file a written 
request with ODOT seeking a limited extension of time within which to 
submit a final bill.  Such request may be granted at the discretion of the 
Department. 
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8304.04 Lump Sum Billing 
 
The requirements of this Section generally applies to utility billings submitted 
under the lump sum estimate and billing process.  Within one year following 
completion of the utility relocation work, a final billing should be prepared on the 
RE 75-2 Summary of Billing Form.  All costs must be documented or supported as 
initially reflected in the approved estimate and all proofs of payment must be 
included.  Following the necessary reviews by the District Utility Coordinator and 
Central Office Utilities and execution of the appropriate instrument by the utility, 
a warrant will be issued in the approved amount reflected in both the estimate 
and final billing. 
 

8304.05 Billing Process for LPA Projects 

 
All utility adjustments, relocations and Federal dollar compensation on ODOT-let 
and Local-let LPA projects must conform to the policies and procedures set forth 
in Section 8211 of this Manual. Estimate review and approval, as well as billing 
review and payment, for ODOT-let projects will be done by Central Office Utilities.  
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