
Utility Coordination Process Map v3.5
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Contract/Development PhaseFinal Design Phase (Design Approval to FDP)Preliminary Design Phase (Initiation to Design Approval)

Final Design Plan 

Submission (FDP)

Initial Utilities 

Coordination 

Meeting

Yes

Initiate utility follow-

up meeting to 

request

relocation plan.

Prepare & submit 

utility PE estimate. 

 (1 Month Duration)

Generate Project 

Authorization Letter 

(PAL) for utility 

engineering costs.

(1 Month Duration)

Request utility 

relocation PS&E & 

Utility Work Schedule 

(UWS).

Project AwardDevelop & submit 

Final PS&E to CTDOT 

Utilities Section/Utility 

CLE for review.

Review Final PS&E 

submission & generate 

comments. Provide PS&E 

package to utility 

company for information.

Resolve all review 

comments & 

complete 100% 

PS&E. 

Is 

advanced utility 

relocation 

warranted?

Yes

Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

Initiate 

Advanced 

Utility 

Relocation

Finish

No

Are 

overhead 

utilities in 

conflict?

Develop & submit Semi-Final PS&E 

to CTDOT Utilities Section/Utility 

CLE for review. Request Utilities 

Section to provide:

1. Review comments.

2. Updated Conflict Matrix (UCM)

3. Updated State share of Utility 

construction cost estimate.

Review Semi-Final PS&E 

submission & generate 

comments. Update UCM & 

construction cost estimate. 

Submit to PM. Provide 

submission to Utility 

Company for review & 

comment.

Generate & submit Utility 

Relocation PS&E & UWS to 

the CTDOT Utilities Section/

Utility CLE for review.

(3 Month Duration)

Yes

Incorporate 

Utility 

Documents.

Integrate UWS into 

construction project 

schedule & incorporate the 

UWS into the project 

contract. Refer to the 

Construction Contract Time 

Determination Engineering 

& Construction Directive for 

guidance.

Do subsurface 

utilities need to be 

relocated?

Test Pit 

Program

Finish

No

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

Resolve review 

comments & complete 

drainage design/confirm 

potential utility conflicts.

Notify utility companies of 

project initiation. If project 

impacts roadway notify 

Public Utility Regulatory 

Authority (PURA). 

 (1 Month Duration)

Design Approval

Email Project Initiation 

Notification Letter to town 

official(s) & copy the 

Utilities Section w/ a 

request to notify Utility 

Companies.

Provide the Following Information:

1. Confirmation stating if utility 

facilities are within the project 

area.

2. Utility company manager/

engineer contact.

(1 Month Duration)

If applicable review submission 

& generate comments. Develop 

& submit initial Utility Conflict 

Matrix (UCM) & save to PW 

Utilities Folder. Provide utility 

construction cost estimate.

(1 Month Duration)

Develop & submit Preliminary (30%) 

Plans Specs. and Estimate (PS&E) 

Submission to CTDOT Utilities Section/

Utility CLE for review. Hold PD Meeting 

& Request Utilities Section Attendance.

Request Utilities Section to provide:

1. Review comments.

2. Utility Conflict Matrix (UCM)

3. State share of Utility construction 

cost estimate.

Develop 

Master Utility  

Agreement.

Start

Finish No

Is 

utility relocation 

PS&E & UWS 

acceptable?

Revise documents 

and resubmit.

Request utility 

company to revise 

document(s) and 

resubmit.

No

Yes

Submit utility 

relocation PS&E & 

UWS to PM.

Utility 

Contract 

Completion

http://www.ct.gov/dot/cwp/view.asp?a=3196&q=300826
http://www.ct.gov/dot/lib/dot/documents/aec/ECD-2016-7.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf
pw://ctdot.projectwiseonline.com:CTDOT/Documents/P{bffcdc85-34ac-46ef-b3de-13428d004651}/
http://www.ct.gov/dot/cwp/view.asp?a=2303&q=300826


Initial Utility Coordination Meeting Process Map
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Start

Hold Utility 

Coordination 

Meeting

Save Meeting Minutes 

to the ProjectWise (PW) 

330 Design Data > 

Utilities Folder & Send 

to Meeting Attendees 

for Review.

Assign Engineer to 

Attend Meeting.

Finish

Obtain Utility 

Company Contact 

Information from the 

“Utility Company 

Contact List.”

Meeting Invitation to include following request to Utilities: 

“Please review our plans to insure your utility facility is 

accurately represented.  In the event of any errors, mark-up the 

plan to depict required corrections.  Please provide the 

marked-up plan at the meeting."

Initiate a Meeting Using MS Outlook and Invite:

1. Utility Companies

2. Utilities Section Principal Engineer

3. District Survey Principal (if the State will be performing the 

test-pit survey).

4. District Engineer

5. Traffic Division Chief 

*Provide approximately 1 month notice for the meeting.

Attachments:

1. Meeting Agenda – Template is Hyperlinked

2. Utility Conflict Matrix (UCM)

3. PDF of the Proposed Design

Generate a Mark-Up Plan 

Depicting any 

Discrepancies Between 

Ground File and Utility 

Record Drawings.

*PDF is Preferred

(1 Month Duration)

Are Overhead 

Utilities in 

Conflict?

Are Sub-Surface 

Utilities Potentially in 

Conflict?

No

No

Provide Task Completion 

Schedule for:

1. Utility PE Estimate

2. Test pit estimate.

3. Test pit completion.

Provide Task Completion 

Schedule for:

1. Utility PE Estimate.

2. Overhead Utility 

Relocation Plan.

Yes

Email the Lead 

Designer 

Confirmation of 

Meeting 

Attendance.

Contact Each Utility 

Company 

Representative to 

Confirm Meeting 

Attendance w/ 

Marked-Up Plan.

Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

Provide a task 

completion schedule 

for the test pit plan.

Yes

http://www.ct.gov/dot/cwp/view.asp?a=2303&q=300826
pw://ctdot.projectwiseonline.com:CTDOT/Documents/D{06a3ab7f-b564-44da-8376-d6417dfe613d}
http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf


Advanced Utility Relocation Process Map
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Final Design Phase *May also be Completed During Preliminary Design Phase if Required

Prepare & Submit  

Advanced Utility 

Relocation Memo. to PM. 

Copy the Manager of 

Capital Planning 

(Highways) in Submission.

Coordinate w/ the Utilities Section/CLE & 

the Office of Capital Planning to determine 

if advanced utility relocation will be 

completed by the addition of a UT Major 

Phase or by the creation of a utility break-

out project. 

*Utilities Section Principal Engineer must 

be added as a team member in CORE.

Start

Complete 

Recommended Project 

Memorandum (RPM).

*Notify Utilities Section/

CLE of completion.

Secure 

Funding & 

Receive 

Authorization.

Sign cost data 

sheet & return to 

Utilities Section.

Review & Sign Cost 

Data Sheet. Submit 

to the Manager of 

Capital Projects.

Generate & Submit a 

Cost Data Sheet to the 

Office of Capital 

Planning & Request 

Signature.

Finish

Advanced Utility Relocation considerations:

1. Utility relocation duration of work would substantially impact/control the 

project construction schedule.

2. Utility companies cannot relocate utilities onto ROW not owned by the 

Department. Therefore ROW for the proposed relocation must be owned.

3. Utility companies will not perform earth work. Therefore proposed utility 

location must be within 1 ft. of existing grade.

4. Existing signal attachments carried by utility poles may prevent shifting 

existing wires. 

5. Utility poles that provide illumination must still provide illumination if 

relocated. Coordination with the CTDOT Illumination unit or the town 

(whoever owns the light) must be completed to allow relocation.

Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

Generate PS&E Memo. 

Attach Cost Data Sheet. 

Submit to Office of 

Engineering & Construction 

Bureau Chief for Review & 

Signature.

Complete 

PAL

Generate Authorization for 

Advanced Utility 

Relocation & submit to 

Engineering & Const. 

Bureau Chief for Review & 

Approval.

Review & Sign 

Authorization for 

Advanced Utility 

Relocation. Submit to 

Utilities Section.

Distribute Authorization 

Letter & Request 

District Office to Set-Up 

Utility Pre-Construction 

Meeting.

Develop parent project 

PS&E. Coordinate w/ 

Utilities Section & Utility 

Companies to complete 

Advanced Utility 

Relocation PS&E.

pw://ctdot.projectwiseonline.com:CTDOT/Documents/P{bffcdc85-34ac-46ef-b3de-13428d004651}/
pw://ctdot.projectwiseonline.com:CTDOT/Documents/D{2032c1b1-5d1b-4bfa-9beb-e5eaf32e2786}
http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf


Project Authorization Letter (PAL) Process Map
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Contract Development PhaseFinal Design Phase *May also be Completed During Preliminary Design Phase if Required

Start

Forward Utility 

Company 

Estimate to 

Utilities Section 

Supervisor.

Is

there a Master 

Agreement in 

Place?

Yes

Is Funding 

Available?

Coordinate w/ 

Lead Designer to 

acquire funds.

Yes

Generate a Project 

Modification & notify 

Utility Engineer 

when funds are 

available.

Initial PAL & 

submit to Utilities 

Section Supervisor 

for initials.

Initial PAL & 

submit to Principal 

Engineer for 

initials.

Initial PAL & Submit 

to Division Chief for 

signature.

Sign PAL & 

submit to 

Utilities 

Section.

Enter PAL 

Contract into 

CORE.

Ensure funding 

availability & submit PDF 

copy of PAL to Financial 

Mgmt. & Support w/ a 

request for Purchase 

Order (PO).

Dispatch PO & 

submit to the 

Utilities Engineer.

No

Generate 

Master Utility 

Agreement.

Forward Utility 

Company 

Estimate to 

Utilities Section 

Engineer.

Combine PAL & PO. Scan & 

save to ProjectWise 140 

Folder. Distribute completed 

PAL w/ attachments to Utility 

Company, Finance, Project 

Manager & District Office.

Submit PDF copy of 

PAL to Financial 

Mgmt. & Support w/ a 

request for Purchase 

Order (PO).

Dispatch PO & 

submit to the 

Utilities Engineer.

Combine PAL & PO. Scan 

& save to the ProjectWise 

140 Folder. Distribute 

Completed PAL w/ 

attachments to Utility 

Company, Finance, Project 

Manager & District Office.

Upon bid receipt; submit 

request to Utilities 

Section Engineer to 

verify utility construction 

funding requirements.

*Disclaimer: Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

Is PAL for 

Construction?
Yes

No

Is PAL for 

Construction?

No

Yes

Are funding 

requirements 

acceptable?

Submit updated 

funding 

requirements to 

capital projects with 

request to update. 

No
Yes

No

Draft/update Project 

Authorization Letter 

(PAL) & submit to 

Utilities Section 

Secretary for review.

Finalize PAL & submit to 

Utilities Engineer for review 

& processing. *Obtain F&T 

Division Chief Admin. 

Assistant initials.

Finish
Finish

Save utility 

company estimate/

UWS/By America 

Certificate to 

ProjectWise 330 

Folder. 

http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf
pw://ctdot.projectwiseonline.com:CTDOT/Documents/P{bffcdc85-34ac-46ef-b3de-13428d004651}/


Master Utility Agreement (MUA) Process Map
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Start

Finish

No

Check Secretary of 

State Web-Page to 

verify:

1. The business name.

2. The Business status 

is “Active.”

Is the Utility 

Company 

Municipally 

Owned?

No

Yes

Prepare 2 original 

copies of the MUA 

with Exhibit A 

(Administrative and 

Statutory 

Requirements).

Attach Office of Policy & Mgmt. (OPM) 

Ethics Affidavits & Certifications for State 

Contract Forms to the MUA:

1. Form 1 Gift & Campaign Contribution 

Certification

2. Form 5. Consulting Agreement Affidavit 

3. Form 6. Affirmation of Receipt of State 

Ethics Laws Summary

4. Form 7. Iran Certification

Attach OPM 

Nondiscrimination 

Certification for State 

Contracts to the MUA:

1. Form C - Affidavit by Entity

Transmit Both MUAs 

to Utility Company for 

Signatures

Sign both MUAs & 

complete all forms. 

Submit completed 

MUA back to CTDOT 

Utilities Section.

Sign Section C of the 

CON-128. Return 

MUA w/CON-128 to 

the Utilities Section.

Complete Section D of the 

CON-128. Submit Both 

Original MUA Copies w/ 

CON-128 to the 

Agreements Section for 

Bureau Chief Signature.

Prepare CTDOT Agreement 

Certification (CON-128). 

Submit One MUA & CON-

128 Cert. to the Contract 

Compliance Section.

Review MUA & Submit 

Both Original Copies to the 

Bureau Chief of 

Engineering & Construction 

for Signature.

Sign Both Original Copies 

of the MUA & Return to the 

Agreements Section.

Save Executed  MUA to 

the Agreements Folder in 

PW. Submit 1 MUA to 

Utilities Section & 1 MUA 

to Central Files.

Generate 

Transmittal Letter & 

Send Executed 

MUA to Utility 

Company.

Update List of “Utility 

Companies Under 

Master Agreement” & 

Notify Utilities Section 

Engineers & Consultant 

Liaison Engineers 

(CLEs) of the new MUA.

Is 

project being 

administered by 

a CLE?

Request Principal 

Engineer of the 

CTDOT Utilities 

Section to generate a 

Master Agreement.

Yes

No

*Disclaimer: Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

Are Master 

Utility 

Agreements in 

place?

FinishYes

Is MUA 

Acceptable?

Generate & submit 

review comments to 

utility company w/ 

request to resolve. 

Resolve comments & 

resubmit to Utilities 

Section.

No

Yes

http://www.concord-sots.ct.gov/CONCORD/online?sn=PublicInquiry&eid=9740
pw://ctdot.projectwiseonline.com:CTDOT/Documents/P{7299c14c-1551-4ee5-9877-14c6b29ab151}/
http://ct.gov/opm/cwp/view.asp?a=2982&q=386038&opmNav_GID=1806
http://www.ct.gov/opm/cwp/view.asp?q=390928&opmNav_GID=1806
pw://ctdot.projectwiseonline.com:CTDOT/Documents/P{f987f41e-9ae1-4a3b-8791-912c34d4ff3f}/
http://www.ct.gov/dot/cwp/view.asp?a=2303&q=300826
http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf
http://www.ct.gov/dot/cwp/view.asp?a=2303&q=300826


Test Pit Program Process Map
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Final Design Phase (Design Approval to FDP)

Concurrent 

Activities

Excavate test 

pits.

Surrey & record 

test pit data.

Review updated ground 

file & update plans w/ 

utility data. Refer to 

Memo on Standardized 

Practice for Illustrating 

Test Pit Data for 

guidance.

Update plans to 

eliminate/minimize 

utility conflicts.

Will CTDOT 

be performing 

survey?

Develop Test Pit Plan & 

Confirm Test Pit Fund 

Availability (Approx. $1500/Test 

Pit). Coordinate with the District 

Office & Confirm Deliverable 

Schedule for Test Pit Data.

Direct consultants to:

1. Develop test pit plan & 

provide to utility company & 

Utilities Section.

2. Coordinate excavation of 

test pits w/ utility company.

No Yes

Generate & Submit to Utility Company:

1. Utility Test Pit Estimate

2. Utility Test Pit Agreement

3. Encroachment Permit

Schedule Start Date w/ Utility Company 

to Perform Test Pits.

(2 Month Duration)

Generate & submit 

utility test-pit estimate.

(1 Month Duration)

Obtain the 

Encroachment 

Permit.

(1 Month Duration)

Update ground file w/ 

utility test pit survey 

data & notify PM.

(1 Month Duration)

Request utility 

company to generate 

utility test pit cost 

estimate.

Generate PAL for 

utility test pits.

(1 Month Duration)

Start Finish

*Disclaimer: Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

Are test pits 

needed?
No Finish

Yes

Schedule start 

date with Utility 

Company.

http://www.ct.gov/dot/cwp/view.asp?a=3196&q=300826
http://www.ct.gov/dot/lib/dot/documents/dutilities/StandardPracticeforTestPitData.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf


Utilities Coordination Follow-Up Meeting Process Map
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Start

Submit Invitation to the Utility Follow-

Up Meeting to:

1. Utility Company(s)

2. Utilities Section Principal Engineer

3. District Engineer

4. Traffic Division Chief (if applicable)

Provide:

1. Project Plans/Cross-Sections 

Depicting Test Pit Data

2. List of all Utility Conflicts

Email Meeting 

Minutes.

Have Meeting:

1. Present Utility Conflicts

2. Agree on Scope of Utility Relocations

3. Establish Deliverable Date for Utility 

PS&E & Utility Work Schedule (UWS).

Finish

*Disclaimer: Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf


Incorporate Utility Documents
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Review Revised 

Utility Document(s) 

and Provide to 

Lead Designer.

Review Utility 

Relocation PS&E 

& UWS.

Are Utility 

Documents 

Acceptable?

Request Utility 

Company to 

Revise 

Document(s) and 

Resubmit.

No

Finish

Start

Revise Documents 

& Resubmit to 

Utilities Section.

Yes

Incorporate Utility 

Relocation PS&E & UWS 

into Contract Documents. 

Notify Utilities Section/

CLE that the Utility 

documents re 

acceptable.

*Disclaimer: Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

Generate 

Construction 

PAL for Utility 

Relocation.

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf
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Contract/Development Phase

Process maps are intended for guidance. Task duration estimates and procedure may vary based on project. Project managers may vary from mapped procedures on an as-needed basis.

How to Read a 

Process Map

Who Contributed to 

this Process Map

Initiate Correspondence to 

Fix/Update the Process Map  

Start

Submit FDP 

Package to 

Contract 

Development Unit.

Submit Utility 

Memo to Utilities 

Section

Complete utility 

Memo & submit to 

Contract 

Development Unit.

Incorporate UT 

and RF Costs into 

Cost Data Sheet

Receive hard copy 

PS& E

Request fill out 

paper plan order 

form

Complete Paper 

Plan order form

Print required 

copies of plans 

and mail

Approved PS&E 

Memo
Transmittal Memo 

Prepare and Send 

Material-Resource 

Letter 

Send Confirmation 

email/letter 

Receive 

confirmation
Finish

Finish

http://www.ct.gov/dot/cwp/view.asp?a=3196&q=300826
http://www.ct.gov/dot/lib/dot/documents/aec/process_maps/how_to_read_a_process_map.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/AEC_Support_Form.pdf
pw://ctdot.projectwiseonline.com:CTDOT/Documents/04.00 - Engineering Libraries/Utilities/Document Templates/Material-Resource___.dotx


Utility Company Coordination Process Map Working Group
To implement process map changes, update hyperlinks or make recommendations, initiate coordination with 

the below staff.

Name Title Agency Company Contact

CTDOT Utilities Section – Process Map Owner
Sohrab Afrazi Principal Engineer CTDOT Sohrab.Afrazi@ct.gov
Michael Piteo TE Supervisor CTDOT Michael.Piteo@ct.gov
Andrej Mysliwiec TE Supervisor CTDOT Andrzej.Mysliwiec@ct.gov
Derek Brown TE3 CTDOT Derek.Brown@ct.gov

CTDOT AEC Applications - Primary Facilitator 
John Dudzinski TE3 CTDOT John.Dudzinski@ct.gov
Mathew Calkins TE3 CTDOT Mathew.Calkins@ct.gov
Nicholas Langer TE2 CTDOT Nicholas.Langer@ct.gov

CTDOT Central Surveys Section
Robert Baron Principal Engineer CTDOT Robert.Baron@ct.gov

CTDOT State Highway Design
Scott Bushee TE Supervisor CTDOT Scott.Bushee@ct.gov
Byong Kim TE3 CTDOT Byong.Kim@ct.gov
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