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NOTICE TO OWNER
hours prior to initial start of work,
hours prior to
subsequent restart when your work schedule is interrupted.
DISTRICT DIRECTOR
DISTRICT DIVISION CHIEF 
DISTRICT UTILITY COORDINATOR
CC:         Resident Engineer
Permits
R/W
INSTRUCTIONS FOR PREPARINGNOTICE TO OWNER AND REVISED NOTICE TO OWNER
1.         THE NOTICE TO OWNER NUMBER
The "Number " is to be assigned by the District Utility Coordinator. The number assigned must never be duplicated on another Notice to Owner. The number assigned to Notices are for the same purpose as for acquisition parcel numbers, that is to identify the specific transaction.
2.         REFERENCE BLOCK
A.         The "District" for which the project is being built.
B.         The "County" in which the project is being built.
C.         The "Route" on which the project is being built.
D.         The "Post Mile" limits of the project.
E.         The "Project ID" (ten digit number).
F.         The "E.A." (expenditure authorization) of the project (use design phase E.A. of the project).
G.         The "Federal Aid Number," taken from the E-76, for the Right of Way Utilities portion of the project. If there is no Federal Aid, then N/A should be inserted.
H.         The "Owner's File Number" should be shown (use owner's plan number) if available.
I.         The "Date" is the date the Notice to Owner is to be sent to the owner.
J.         Check the box which indicates if the project is for the construction of a freeway as identified in S&HC Section 253.
3.         MAILING ADDRESS
The "To" is the utility owner, i.e., Pacific Gas and Electric Company (PG&E), AT&T, City of, County of, etc. The Notice should not be addressed to an individual.
4.         PROJECT DESCRIPTION
Insert project description following the statement "Because of the State Highway construction project." The project description can be found in the "Status Of Projects." The project description can also be found on the Department's automated systems, PMCS, and PYPSCAN. Since the project description frequently contains Departmental "shorthand" and acronyms, editing will be needed to make the description clear to the general public.
5.         UTILITY FACILITIES DESCRIPTION
Describe the facilities being impacted following the statement, "Which affects your facilities."  The description should briefly describe the owner's facilities, i.e., gas, electric, telephone, water, etc., facility. The description should also include the type and size of the facility. It is always best to have a statement which is all inclusive, i.e., "existing water facilities within the limits of the State's proposed construction project."
6.         ORDERED WORK DESCRIPTION
Describe ordered work to be done following the statement, "You are hereby ordered to." The description should briefly describe the work necessary to eliminate construction conflicts with the project that the owner is ordered by the State to be done. The described work must be definite as in referring to the date of a specific plan that was accepted by the Project Engineer to eliminate identified conflicts with planned construction. General phraseology such as "to eliminate all conflicts with planned construction" is not acceptable as it does not identify the specific work to be done for which the State may be obligated to reimburse the owner.
7.         WORK SCHEDULE
Describe the work schedule to be followed by the owner following the statement, "Your work schedule shall be as follows." The description must give specific dates as to when the owner's work must be completed. When the work is to be accomplished in coordination with the State's highway construction, the schedule must set forth the coordination schedule, as provided for in the "Specials" of the State's PG&E. Separate schedules are to be given to each owner which prescribes the agreed-to coordinated sequence for multiple owner facilities being relocated to joint pole or joint trench situations. When necessary, the work schedule may be shown as an attachment to the Notice to Owner.
8.         NOTIFICATION
The Notice to Owner shall specify the name of an individual and telephone number to be notified when the owner plans to start work. The person can be the Utility Coordinator, or any person designated by the Utility Coordinator. Normally, the State requires 72 hours notification from the owner prior to initial start of work and 24 hours notification for subsequent starts when their work has been interrupted.
9.         LIABILITY DESCRIPTION
The liability description is a completion of the sentence, "Liability for the cost of the work is." The description shall specifically set forth whether the State or the owner will bear the cost of the work and the reason therefore. Typical statements to be used are found in Section 13.07.03.02, Liability For Work.
Under limited circumstances where it is imperative that the relocation work be commenced before a specific liability determination can be made, the Notice to Owner may be issued with the statement, "liability undetermined" or "liability per Master Contract dated          " provided the criteria noted in Section 13.04.08.00, et seq., can be met. Prior approval for this is required from the owner and Headquarters R/W.
10.         SIGNATURE BLOCK
The signature block is to be filled out and signed by the appropriately authorized person.
THE REVISED NOTICE TO OWNER will additionally require the REVISION number, the DATE of the revision, and must be acknowledged by the owner on the signature line provided.
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