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Information A billboard vegetation survey permit is required prior to performing 

field work and submitting an application for a billboard vegetation 
removal/trimming permit.  The billboard vegetation survey permit 
allows the permit applicant to obtain the required information for a 
billboard vegetation removal/trimming permit as specified on 
Billboard Vegetation Removal/Trimming, (Form 2231). 

 
One billboard vegetation individual survey permit, or an advance 
notice under a valid billboard vegetation annual survey permit, is 
required per structure.   
 
A billboard vegetation annual survey permit may be applied for as a 
regional or statewide permit.  If a statewide permit is applied for, the 
application shall be processed through the Central Office 
Construction Permit Staff. Otherwise the application shall be 
processed by the TSC Construction Permit Staff.   
 

Procedure 
TSC Construction  
Permit Staff 1. Receive standard permit application package from the permit 

applicant through the Construction Permit System (CPS) with 
a Certificate of Insurance and Commercial Sign Permit, 
(Form 2223) for individual survey permit.  

.   
 2. Review billboard vegetation survey permit application 

package in CPS.   
 

Note: If the submittal is incomplete, place permit application 
on-hold and notify permit applicant of missing 
information.  The review process shall not begin until 
the missing information is received. 

 
3. Process billboard vegetation survey permit according to the 

Individual Permit Process, (Procedure 1502.01) or Annual 
Permit Process, (Procedure 1502.11). 

TSC Construction  
Permit Staff 4. Receive an Advance Notice from permit applicant through 

CPS a minimum of 5 calendar days prior to beginning the 
vegetation survey. Form 2223 and a plan to access the site 
shall also be included for an annual survey permit. 

 
5. Review the Advance Notice, Form 2223 and plan to access 

site.   
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Note: If the submittal is incomplete, reject the Advance 

Notice and notify permitee of missing information.  The 
permittee shall submit a new Advance Notice with the 
missing information. 

   
6. Assign the Advance Notice to the appropriate reviewers in 

CPS to verify there are no restrictions for proceeding with the 
work.  

 
Reviewers 7. Receive notification of a pending Advance Notice review from 

CPS.  
 

8. Review the Advance Notice.  
 

9. Approve or deny the Advance Notice review in CPS. 
TSC Construction Permit  
Staff 10. Identify the Advance Notice has been reviewed in CPS. 
 

11. Review the Advance Notice for reviewer comments and 
additional conditions, if applicable.   

 
 12. Approve or deny the Advance Notice in CPS with any 

additional conditions. 
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Time Report Requirements The TSC Construction Permit Staff and all permit reviewers shall 

code their time, travel and vehicle expenses for all billboard 
vegetation removal/trimming permit activities to PCA 77400.  

 
Form 2223 If Commercial Sign Permit, (Form 2223) cannot be located by the 

billboard permit holder, the permit holder may request the Central 
office Highway Advertising Unit retrieve it for them.  For this there is 
a $15.00 charge.  If the Central Office Highway Advertising Unit 
cannot find the Form 2223, a letter may be issued that may to be 
used in place of Form 2223.   

 
Reviewing Form 2223 The TSC Construction Permit Staff shall review Form 2223 for the 

following:  
 

a. Verify the sign permit expiration date is current. 
b. Ensure the permit applicant is not banned from obtaining 

billboard vegetation removal/trimming permits before issuing 
the permit. 
 
Note: The Central Office Highway Advertising Specialist will 

broadcast to all TSC Construction Permit Staff when a 
company is banned from obtaining a billboard 
vegetation survey permit and/or billboard vegetation 
removal/trimming permit. 

 
Permit Reviewers Reviewers may be one or more of the following: 

 
 TSC Traffic and Safety Staff 
 TSC Maintenance Staff 
 TSC Inspector 
 Region Resource Specialist or designee 
 Other TSC/Region Staff 

http://mdotda.mdot.state.mi.us/hap/pub/search.jsp
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Information An amendment to The Highway Advertising Act, Public Act (PA) 106 

of 1972 became effective January 1, 2007 and included new 
vegetation management provisions for addressing the following: 

 
 Trimming and other vegetation management practices 
 Improving visibility to existing signs 
 Clarifying penalty provisions for illegal activities 
 Stipulating new penalties 
 Providing for a dispute resolution process 
 Allowing for more effective regulation 

 
 Because of this amendment, the TSC Construction Permit Staff is 

involved in several processes for billboard vegetation management.  
 
 After obtaining a Billboard Vegetation Survey Permit, (Procedure 

1510.01) a sign owner may apply for a billboard vegetation 
removal/trimming permit. A billboard vegetation removal/trimming 
permit is required prior to a sign owner removing/trimming 
vegetation near a sign to increase visibility.  One billboard 
vegetation removal/trimming permit application is required per 
viewing side.   

 
 MDOT is required to process and approve permits within 30 days as 

specified in PA 106 of 1972.  Approval, denial, or limited approval 
shall occur on or before the 28th calendar day following the MDOT 
application period (application window) to meet MDOT’s 
requirement to review and respond. 

 
Procedure 
TSC Construction  
Permit Staff 1. Receive standard permit application package from permit 

applicant through the Construction Permit System (CPS) with 
the following:  

 
 Request for Removal of Vegetation, (Form 2231) with 

all requirements  and documentation provided 
 Digital Color Photographs  
 Proportional plan view  
 Removal/trimming lists of all trees and shrubs flagged 

and identified  
 Firm and names of the individuals who conducted the 

survey for this permit  
 

2. Review the permit application package in CPS to ensure all 
requirements have been met.  If all requirements have been 
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met, the 30 day calendar started on the date the application 
package was received.   

 
Note: If the submittal is incomplete, place the permit 

application on-hold and notify applicant of missing 
information.  If the application package is not 
complete, the 30 day calendar is not started. The 
review process may not begin until the missing 
information is received.  

 
 If a response from the applicant is not received within 

30 calendar days, the application shall be closed.  If 
another application is submitted at a later date, the 
application fee shall be required again.   

 
3. Assign permit application package to the Region Resource 

Specialist and other required reviewers in CPS within 3 
calendar days from receipt of a complete billboard vegetation 
removal/trimming permit application package.   

Region Resource Specialist / 
Reviewer 4. Receive notification e-mail of pending permit application 

package review from CPS. 
 

5. Review permit application package in CPS for concerns, and 
provide necessary comments.   

 
Note: If the permit application package is returned to the 

TSC Construction Permit Staff for missing information 
the 30 day calendar shall be stopped.   

 
6. Determine if consultant services will be utilized. If consultant 

services will be utilized, see Billboard Vegetation 
Removal/Trimming Appraiser Contract Management, 
(Procedure 1510.51).  

 
7. Determine if any issues shall be addressed by modifications, 

clarifications, special conditions, or by another method.   
 
8. Provide specific reasoning for limited acceptance, denial or 

mitigation requirements with possible suggestions or 
restrictions for what the permit applicant can or cannot do. 
 
Note: If it is possible to resolve minor issues before the 

permit is issued or rejected, the Region Resource 
Specialist may contact the permit applicant directly.   
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9. Approve, deny, or request revisions in CPS prior to the date 

specified but no later than 14 calendar days after the end of 
the application period.   

TSC Construction  
Permit Staff 10. Identify permit application package has been reviewed by all 

reviewers in CPS.    
 

11. Review permit application package for reviewer approval or 
denial.  

 
Note: If any of the permit reviewers deny or approve the 

permit with modifications, the entire permit shall be 
denied or approved with modifications. Specific 
reasoning for denial or approval with modifications 
shall be provided.   

 
 If information is missing, the application shall be 

placed on-hold and the 30 calendar days shall be 
stopped.   

 
 If mitigation is required, see Billboard Vegetation 

Removal/Trimming Mitigation, (Procedure 1510.21). 
 

12. Place application on-hold and request the following from the 
permit applicant:  
 
 Revised plans showing the limitation/modification, for 

limited approval 
 Certificate of Insurance 
 Bond Number  
 

13. Receive revised plans, Certificate of insurance and bond 
number from permit applicant through CPS. 

 
Note: The applicant has 30 calendar days to appeal an 

approved limited permit or a denied permit for specific 
removals and/or trimmings and mitigation.  When an 
appeal is submitted, see Billboard Vegetation 
Removal/Trimming Decision Appeal, (Procedure 
1510.41). 

 
If a response from the applicant is not received within 
30 calendar days, an additional fee according to Form 
2235 shall be assessed.  If a response is not received 
within 90 calendar days, the permit shall be closed and 
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a new application may only be submitted during a 
future MDOT application period. 

 
14. Add permit fee, additional review and inspection fees, and 

value of vegetation fees in CPS and notify applicant.  
 
Note: If a request for reconsideration of the value of 

vegetation is received from the permit applicant, see 
Billboard Vegetation Removal/Trimming Request for 
Reconsideration of the Value of Vegetation, 
(Procedure 1510.31). 

  
15. Identify in CPS that applicant has paid all appropriate fees.   
 
16. Process billboard vegetation removal/trimming permit 

according to the Individual Permit Process, (Procedure 
1502.01) and provide the permit application package to 
inspector and other reviewers, as requested. 

 
Note:  A permit for removal and trimming vegetation shall be 

issued for no more than a 90 calendar day period, 
unless otherwise specified in the permit conditions.  
No extensions of time shall be granted for the trimming 
or removal of vegetation. 

 
17. Receive Advance Notice from applicant a minimum of 5 

calendar days prior to beginning vegetation removal through 
CPS.  

 
18.  Assign Advance Notice to reviewers and inspector to verify 

no restrictions exist for proceeding with the removal/trimming 
work in CPS.  

  
19. Approve or deny Advance Notice within 5 calendar days of 

receipt.  Include additional conditions/restrictions, if 
necessary. 

 
20. Receive Completion Notice within 7 calendar days of 

completed work from permit applicant through CPS. 
 

21. Notify Region Resource Specialist and Inspector of 
Completion Notice receipt. 

Region Resource Specialist 
/Inspector 22. Receive notification of Completion Notice from the TSC 

Construction Permit Staff. 
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 23. Inspect the site within 14 calendar days from receipt of the 

Completion Notice. 
 
Note:  If the Completion Notice is not received the site shall 

be inspected after 30 calendar days from receipt of the 
Advance Notice or 90 calendar days from permit 
issuance.   

 
 The Inspector shall photograph the completed work for 

MDOT records.   
 
 24. Upload inspection report (Form 2213) and photographs to 

CPS. 
TSC Construction  
Permit Staff 25. Identify that inspection report and photographs were 

uploaded to CPS. 
 

26. If permitted work was completed satisfactorily or if additional 
work is still required to complete permit requirements 
Notify permit applicant using the Remarks in CPS. 

 
If a penalty fee is required because non-permitted vegetation 
was removed 
Add additional fees to CPS and Notify Applicant. 

 
27. Identify penalty fees have been paid or additional work 

completed, if required. 
 

28. Close permit in CPS. 
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Time Report Requirements The TSC Construction Permit Staff and all permit reviewers shall 

code their time, travel and vehicle expenses for all billboard 
vegetation removal/trimming permit activities to PCA 77400.  

 
Reviewing Form 2223 The TSC Construction Permit Staff shall review Form 2223 for the 

following:  
 

a. Verify the sign permit expiration date is current. 
b. Ensure the permit applicant is not banned from obtaining 

billboard vegetation removal/trimming permits before issuing 
the permit. 
 
Note: The Central Office Highway Advertising Specialist will 

broadcast to all TSC Construction Permit Staff when a 
company is banned from obtaining a billboard 
vegetation survey permit and/or billboard vegetation 
removal/trimming permit. 

Region Resource Specialist 
And Other Reviewers The permit reviewers may be any of the following: 
 

 Region Resource Specialist or designee 
 TSC Traffic and Safety Staff 
 TSC Maintenance Staff 
 Other staff, as necessary 

 
 The Region Resource Specialist shall review the permit application 

to determine the appropriateness of the removal request and the 
value of vegetation.  All other reviewers shall review the permit 
application package for structure clearances, mitigation 
requirements, impacts on the removal area, and other permit 
requirements.  

 
Payment Processing Value of Vegetation may be done through CPS or according to the 

Tree Banking Agreement.  If payment is received by check for the 
Value of Vegetation in accordance to the Tree Banking Agreement, 
the payment shall be deposited using the following coding:  

 
Value of Vegetation  
TC AY INDEX PCA AOBJ AG3 
190 1995 99116 66666 0985 100250 

 
 
Note: Include the construction permit number in the 

description for each payment entered.  These 
payments are frequently submitted together and shall 

http://mdotda.mdot.state.mi.us/hap/pub/search.jsp
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be accounted for separately by using the specific 
coding required. 

 
Additional Review, Inspection, and Penalty fees shall be assigned 
through CPS.  See the CPS User Guide, Chapter 6, 
Fees/Payments.   
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Information Whenever the Region Resource Specialist or other permit reviewers 

foresee the need for mitigation to occur during Billboard Vegetation 
Removal/Trimming Permits, (Procedure 1510.11), the permit 
applicant shall be directed to coordinate field operations with the 
MDOT Staff (which may require a construction permit).  

 
Procedure 
TSC Construction 
Permit Staff 1. Identify permit application package has been reviewed by all 

permit reviewers in the Construction Permit System (CPS).   
 

2. Review permit application package for reviewer approval or 
denial and determine mitigation is stipulated. 

 
3. Notify permit applicant of required mitigation with the 

requirement that a mitigation plan be submitted within 30 
calendar days through the Remarks in CPS.  

 
Note:  The permit applicant has the opportunity to request a 

time extension.   
 

 4. Receive mitigation plan from permit applicant in CPS. 
 

5. Assign review to permit reviewers with mitigation plan within 
3 calendar days of receipt from permit applicant. 

 
 Note: MDOT has 30 calendar days from the receipt of the 

mitigation plan to respond to the permit applicant with 
an approval or denial of the mitigation plan. 

 
Permit Reviewers 6. Receive notification e-mail of pending permit application 

package review from CPS. 
 

7. Review proposed mitigation plans.  
 

8. Accept or reject review in CPS. 
TSC Construction  
Permit Staff 9. Identify permit application has been reviewed by all 

reviewers in CPS.   
 

10. Review permit application package for reviewer approval or 
denial. 

 
11. Complete Procedure 1510.11.  
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Information Occasionally a permit applicant may request MDOT reconsider the 

value of vegetation to be removed.  When this occurs, additional 
written documentation needs to be created to adequately respond to 
these requests. 

 
Procedure 
TSC Construction Permit  
Staff 1. Receive a request for reconsideration of the value of 

vegetation and supporting documentation from the permit 
applicant within 30 days of receipt of approval or limited 
approval. Supporting documentation shall include 
calculations and may include photographs and field notes.  

 
Note:  A request for reconsideration of value of vegetation 

shall include all documents and rationale used to 
determine an alternative value by a professional 
trained in vegetation management, who can 
demonstrate successful completion of the training 
authorized by the Arboricultural Society of Michigan 
(ASM).  

 
2. Upload request for reconsideration of the value of vegetation 

and supporting documentation to the Construction Permit 
System (CPS). 
 

3. Assign the permit application package with the request for 
reconsideration of the value of vegetation and supporting 
documentation to the Region Resource Specialist. 
 

Region Resource Specialist  4. Receive notification e-mail of pending permit application 
package review from CPS.  

 
5. Review the request for reconsideration of value of vegetation 

and supporting documentation. 
 
 6. Determine if the value of vegetation shall be modified using 

one of the following courses of action: 
 

a. If appropriate documentation has been provided and 
there is a substantial difference between MDOT’s 
valuation and the permit applicant’s valuation, MDOT 
will review its evaluation for accuracy and to ensure all 
relevant factors were considered and make revisions if 
necessary.   
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b. If after the review no errors are found or corrections to 

errors have been addressed, and a substantial 
difference in value remains, MDOT and the applicant 
may enter into negotiations to determine if a mutually 
agreeable compromise valuation may be made.  If so, 
this value shall be used to comply with statutory 
requirements. 

c. If there is no substantial difference between the MDOT 
valuation and the applicant’s valuation, the valuation 
determined by MDOT shall be used.   

d. If there is disagreement regarding the value of 
vegetation, and no acceptable compromise can be 
reached, the MDOT decision shall prevail or no permit 
will be issued.  
 

 
7. Approve or deny the review and provide comments in CPS.  

TSC Construction Permit  
Staff 8. Identify permit application has been reviewed by the Region 

Resource Specialist in CPS. 
 

9. Review for the Region Resource Specialist’s approval or 
denial  and comments in response to the request for 
reconsideration of value of vegetation.   

 
10. Enter Remarks in CPS that provide MDOT’s formal response 

to the request for reconsideration of value of vegetation and 
Notify Applicant.  
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Information After a decision has been made in Billboard Vegetation 

Removal/Trimming Permit, (Procedure 1510.11) the permit applicant 
has 30 calendar days to appeal the decision.  The permit applicant 
may appeal the following: 

 
 Denied permit 
 Modified or limited permit   
 Mitigation required 
 Determination of removed/trimmed vegetation beyond scope 

of the permit 
 
A request to reconsider the value of vegetation is not considered an 
appeal for the purpose of this procedure.  See Billboard Vegetation 
Request for Reconsideration of the Value of Vegetation, (Procedure 
1510.31). 
 
Any extension requests to exceed the durations given in this 
procedure whether by the applicant or MDOT must be approved by 
the Region Engineer or the Real Estate Administrator, as 
appropriate.  All extensions must be requested in writing with 
specific justification given for the request. 
 
Any decision made by MDOT at any stage in the appeal process 
shall not constitute an admission of liability or set future precedent.   
 
The term day as used in this procedure means calendar day.  
Should any specified time begin or end on a Saturday, Sunday, or 
legal holiday, the specified time shall begin or end, as applicable, on 
the next business day following the Saturday, Sunday or legal 
holiday.   

  
Procedure 
TSC Construction  
Permit Staff 1. Receive written notice of appeal from permit applicant. The 

notice of appeal shall include the following: 
 

 Specific remedy being sought 
 Rationale for the appeal 
 Supporting documentation 
 

 2. Record the appeal in the TSC record system.   
 
 3. Prepare a memorandum of notification to the Region 

Engineer. 
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 4. Respond in writing to permit applicant informing of notice of 

appeal receipt and processing. 
 
 5. Send memorandum of notification, notice of appeal, 

application file and supporting documentation to Region 
Engineer within 3 days of receipt. Copies of the notification 
letter and notice of appeal shall also be sent to the following: 

 
 TSC Manager 
 Reviewer whose comments are the basis of the appeal 
 Real Estate Administrator 

 
Region Engineer 6. Receive notice of appeal from TSC Construction Permit Staff.   
 
 7. Review notice of appeal for completeness.   
 

Note:  If additional information is required to better 
understand the appeal or the TSC Construction Permit 
Staff’s position, a request shall be sent in writing to the 
applicant and TSC Manager.   

 
8. Notify permit applicant of the date, time and location of the 

Region Office Review (ROR) Panel meeting.   
 
9. Identify a ROR Panel of three individuals.  

  
Note:  The Region Engineer may or may not sit on the panel.   

 
10. Convene a ROR meeting to determine if the appeal shall be 

granted, granted with modifications or limitations, or denied.  
The ROR meeting shall proceed in the following format: 
 

 Applicant presentation 
 Department presentation/rebuttal 
 Applicant rebuttal 
 Panel questions, anytime 

 
Note:  If the ROR panel chairperson determines that the 

appeal has changed or new appeal issues have been 
introduced, the appeal will be remanded to the 
beginning of the appeal process.   

 
 11. Sign the ROR Panel decision letter.   
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 12. Notify the following individuals of decision within 45 days from 

receipt of the notice of appeal: 
 

 TSC Manager 
 Applicant, in writing 
 Reviewer whose comments are the basis of the appeal 
 Real Estate Administrator 
 TSC Construction Permit Staff 
 

 Note: The ROR decision of the Region Engineer does not 
constitute final MDOT action. If the permit applicant 
wishes to appeal the decision of the ROR, the permit 
applicant shall submit a notice of appeal in writing to 
the Region Engineer within 30 days. If the permit 
applicant accepts the decision of the ROR, the 
applicable permit shall be issued in accordance with 
Procedure 1512.11.  

TSC Construction  
Permit Staff  13. Issue permit according to Billboard Vegetation 

Removal/Trimming Permit, (Procedure 1510.11), if 
applicable.    

  
Region Engineer 14. Receive written notice of appeal of ROR decision from permit 

applicant, if applicable.  The notice of appeal shall include the 
following: 

 
 Specific remedy being sought 
 Rationale for the appeal 
 Supporting documentation 
 

15. Prepare a memorandum of notification to the Real Estate 
Administrator. 

 
16. Forward the memorandum of notification, notice of appeal of 

ROR decision and associated files to Real Estate 
Administrator and send copies of the notification letter and 
notice of appeal to the following:   

 
 TSC Manager 
 Reviewer whose comments are the basis of the appeal 
 TSC Construction Permit Staff 

 
Real Estate Administrator 17. Receive notice of ROR decision appeal and associated files 

from Region Engineer. 
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18. Respond in writing to permit applicant informing of notice of 
appeal receipt and processing. 

 
19. Notify permit applicant of date, time and location of COR 

Panel meeting. 
 
20. Identify a Central Office Review (COR) Panel of three 

individuals who have not had prior involvement in the subject 
application.  

 
Note:  The following requirements shall be followed: 
 

 Real Estate Administrator shall not be part of 
the COR Panel  

 The COR panel shall consist of 1-3 15 level 
staff members and 0-2 panel members with 
expertise in vegetation, permit or roadside 
issues 

 The Real Estate Administrator shall select one 
of the 15 level or higher panel members to chair 
the COR Panel 

 At least one panel member shall be from a 
region and at least one panel member shall be 
from the Central Office 

 If the COR panel does not have a member with 
vegetation management experience, the chair 
shall identify a department staff member with 
the expertise to advise the panel on vegetation 
issues 

 In emergencies, if the panel is short one 
member on the day of the COR, a staff member 
at a 14 or higher level with no involvement in 
the subject appeal may fill in as a substitute 
panel member 

 
21. Convene a COR meeting to determine if the decision shall be 

upheld or modified.  
 

Note:  If the COR panel chairperson determines that the 
appeal has changed or new appeal issues have been 
introduced, the appeal will be remanded to the 
beginning of the appeal process.  No new material 
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shall be presented without approval of the panel 
chairperson.    

Real Estate Administrator/  
COR Panel 22. Review the appeal file to ensure necessary information is 

available to the COR Panel. 
 

Note:  The COR shall be limited to a review of the material in 
the appeal file, the material submitted as part of the 
appeal, any material provided to the Real Estate 
Division Administrator in writing at least 10 days prior 
to the COR, and the oral presentations made at the 
COR meeting 

 
  If additional information is required the Real Estate 

Administrator shall request the applicant or Region 
Engineer supply the information. The Real Estate 
Administrator shall also make previous COR 
determinations available to the COR Panel.   

 
COR Panel 23. Determine if the appeal shall be granted, granted with 

modifications or limitations, or denied. The COR meeting 
shall proceed in the following format: 
 
 Applicant presentation 
 Department presentation/rebuttal 
 Applicant rebuttal 
 Panel questions, anytime 

 
24. Notify the Real Estate Administrator in writing of decision 

within 45 days from receipt of the written notice of ROR 
decision appeal. 

 
Real Estate Administrator 25. Receive decision from COR Panel. 

 
26. Review the COR Panel decision to ensure appropriate 

processes and timeframes have been followed.   
 
27. Send COR Panel decision to the MDOT Director.  

 
MDOT Director 28. Receive COR Panel decision from Real Estate Administrator. 
 

29. Review and sign COR Panel decision thereby creating a 
Final MDOT Decision. 
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30. Send Final MDOT Decision to Real Estate Administrator 

within 15 days of COR Panel decision.   
 
Real Estate Administrator 31. Receive Final MDOT Decision from MDOT Director within 15 

days of COR Panel decision. 
 

32. Notify the following of Final MDOT Decision within 75 days of 
receiving notice of ROR decision appeal:   

 
 Applicant, in writing 
 TSC Manager 
 Reviewer whose comments are the basis of the appeal 
 TSC Construction Permit Staff 
 Region Engineer 

 
 Note: Upon receiving the Final MDOT Decision, the 

applicant may pursue the appeal further in a court of 
competent jurisdiction.   

TSC Construction  
Permit Staff 33. Issue permit according to Billboard Vegetation 

Removal/Trimming Permit, (Procedure 1510.11), if 
applicable.   
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Information  Consultants may be used to complete billboard vegetation removal 

appraisals.  Work Assignments are initially offered to the lowest 
priced consultant.  If the consultant cannot commit to completing the 
work within the specified timeframe, the next lowest priced 
consultant is offered the opportunity to complete the work.   

 
Procedure 
TSC Construction  
Permit Staff 1. Receive a permit application package from permit applicant 

through CPS.  For permit application package requirements 
see Billboard Vegetation Removal/Trimming Permit, 
(Procedure 1510.11). 

 
 2. Assign the permit application package to the Region 

Resource Specialist in CPS.  
 
Region Resource Specialist  3. Receive notification e-mail of pending permit application 

package review from CPS.  
 
4. Determine if Appraiser Consultant services will be utilized.

   
5. Complete the Consultant Work Assignment Authorization, 

(Form 3723), if Appraiser Consultant services will be used.   
 

6. Enter appropriate task assignments and acceptance 
response due date on Form 3723. 

 
7. Email Form 3723 and permit application package to the 

lowest Appraiser Consultant for that specific region. 
 

8. Receive signed Form 3723 from the lowest Appraiser 
Consultant within the specified time indicated (1 day 
maximum). 

 
9. Notify TSC Construction Permit Staff of cost of Appraiser 

Consultant services. 
TCS Construction  
Permit Staff 10. Receive notification and cost of Appraiser Consultant 

services from Region Resource Specialist. 
 
11. Add additional Appraiser Consultant fees in CPS and notify 

permit applicant. 
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12. Identify in CPS that Appraiser Consultant fees have been 

paid by permit applicant. 
 

Note: When Appraiser Consultant fees are not paid within 30 
days, the permit shall be closed and the permit 
applicant will need to begin the process again.    

 
13. Notify Region Resource Specialist to proceed with Appraiser 

Consultant services for processing the application. 
 

Region Resource Specialist 14. Receive notification to proceed with Appraiser Consultant 
services for processing the application. 
 

15. Sign and date the Authorized to Proceed with this Work 
section of Form 3723. 

 
16. Send Form 3723 with Authorization to Proceed signature to 

the Appraiser Consultant. 
 
17. Receive electronic appraisal package, as required on Form 

3723 with review comments from the Appraiser Consultant.   
  
18. Approve or deny the permit application package review in 

CPS. 
TSC Construction  
Permit Staff  19. Identify permit application has been reviewed by all reviewers 

in CPS. 
 

20. Review permit application package for reviewer approval or 
denial and proceed in accordance with Procedure 1510.11. 

 
Region Resource Specialist  21.  Receive Appraiser Consultant completed and signed Form 

3723. 
 
 22. Forward Form 3723 to the appropriate TSC Construction 

Permit Staff for payment processing. 
 

Note: If additional work is required, this procedure shall be 
completed again beginning at step 4.   
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Time Report Requirements The TSC Construction Permit Staff and all permit reviewers shall 

code their time, travel and vehicle expenses for all billboard 
vegetation removal/trimming permit activities to PCA 77400.  

 
Receiving Form 3723 If the lowest Appraiser Consultant does not fax a signed Vegetation 

Appraisal Consultant Assignment and Authorization, (Form 3723) to 
the Region Resource Specialist within the specified time, the Region 
Resource Specialist shall transmit the same Form 3723 and the 
permit application package to the 2nd lowest Appraiser Consultant 
vendor for that specific region.  (This selection process will continue 
until an Appraiser Consultant faxes a signed Form 3723 to the 
Region Resource Specialist within the specified time). 

 
Processing Payment Process payments for Appraiser Consultant services from permit 

applicant using the following coding: 
 

TC AY INDEX PCA AOBJ AG3 
196 95 99116 66666 0985 100250 
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Information  Consultants under contract with MDOT to perform survey work, 

billboard inspection, design work, traffic engineering studies, or 
geotechnical in state highway Right-of-Way are required to obtain a 
no-fee individual construction permit through the Central Office 
Utility Coordination and Permits Section. 

 
 The permit process may begin upon award of the contract.  The 

permit shall be issued subject to the contract agreement.  A 
certificate of insurance is required, but a performance bond is not 
required. 
 
The TSC Construction Permit Staff may issue a similar TSC-wide 
permit in lieu of the statewide permit when the consultant’s contract 
is limited to one Region/TSC. 
 

Procedure 
Central Office Construction  
Permit Staff 1. Receive Indefinite Delivery Service Contract Application 

through the Construction Permit System (CPS) with a 
Certificate of Insurance from the IDS Contractor.   
 

2. Review the permit application in CPS to ensure the 
additionally required information is included in the purpose 
field.   

 
 3. Process permit in CPS.  If issued, process according to the 

following guidelines: 
 

 The permit expiration date shall coincide with the 
expiration date of the IDS contract 

 The permit is subject to the MDOT contract 
requirements 

 Certificate of insurance is required annually 
 A performance bond is not required.  
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Information Right-of-Way License Agreements shall be required prior to the 

issuance of any permit which results in construction or use by 
private parties or other entities, is non-highway in nature, is not 
statutorily permitted, and occupies state highway Right-of-Way 
beyond the duration of the permit.     

 
Right-of-Way License Agreements may be entered into when MDOT 
has sufficient legal right and interest in the state highway Right-of-
Way to permit the use of state highway Right-of-Way for non-
highway purposes.   
 
Note: If MDOT has an easement and the permit applicant is not the 

underlying fee owner, the permit applicant must obtain written 
permission from the underlying fee owner.   

 
The Right-of-Way License Agreement shall only be issued when 
there is not a present, or projected requirement for the use of the 
subject area for the construction, safe operation, and maintenance 
of the highway facility and the permit applicant can demonstrate 
extenuating circumstances or lack of practical alternatives.       

 
 Permits shall not be issued without a Right-of-Way License 

Agreement in instances where a license is required.  This is a 
requirement of federal law set forth in the Code of Federal 
Regulations, 23 CFR 710.405 through 710.407.  This procedure 
does not apply to railroads or other public utilities. 

Selecting Standard or  
Complex Procedure  Standard Right-of-Way License Agreements are for small commonly 

requested activities such as those listed on Standard License 
Agreement Determination Chart in the Standard License 
Agreements, (Desk Operation 1511.11dm).  The process for 
allowing and permitting these types of requests is not as involved as 
those for Complex Right-of-Way License Agreements. Standard 
License Agreements, (Procedure 1511.11) shall not be used for 
requests in Limited Access Right-of-Way.  
 

 Complex Licenses Agreements, (Procedure 1511.21) shall be 
followed for all activities that do not qualify for Procedure 1511.11.  
Procedure 1511.21 contains additional tasks, requires additional 
reviews and approvals, and may involve FHWA approval. 
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Procedure 
TSC Construction Permit 
Staff 1.  Receive inquiry for use of State highway Right-of-Way. 
 

2. Provide permit applicant with the Information for License 
Agreements, (Form 3726).   

 
3. Receive standard permit application package in CPS with the 

following:  

 Justification letter detailing what, where and why, as well 
as, benefit to MDOT and extenuating circumstances or 
lack of practical alternatives 

 Proof of Ownership, for Easement Right-of-Way 
 Deed or land contract proving ownership of adjacent 

property 
 Additional Real Estate fee 

 
4. Review permit application package and determine the 

following:  
 
 Justification is comprehensive enough to show 

necessity and lack of alternatives 
 Standard or complex.  If complex, see Complex 

License Agreements, (Procedure 1511.21) 
 

Note: If the request is within Limited Access Right-of-
Way, it is always considered complex.   

 
5. Assign review of the permit application package to TSC 

Manager and TSC Staff Engineers. 
TSC Manager/TSC Staff  
Engineers 6. Receive notification of review assigned in CPS by TSC 

Construction Permit Staff. 
 
7. Review the permit application package for engineering, 

technical, and/or administrative requirements in CPS.  
 
8. Approve permit application with conditions or deny permit 

application with justification in CPS. 
TSC Construction  
Permit Staff 9. Identify permit application has been reviewed by all 

reviewers in CPS.   
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10. Review permit application package for reviewer approval or 

denial.  
 
Note:  If the permit application package is denied by a 

reviewer, the application shall be denied in CPS.  
 

11. Receive additional requirements from permit applicant and 
process, if applicable. 

 
 12. Complete License Agreement, (Form 2490), Exhibit A and 

Exhibit B. 
 
 Note:  If you need assistance completing Form 2490, contact 

the Real Estate Services Section.   
 

 13. Provide permit applicant Form 2490 and notify permit 
applicant to submit the following required items: 

 
 Certificate of Insurance 
 Surety 
 Original Form 2490 signed by the applicant and 

notarized, if applicable 
 License rental fees (according to Rate Schedule for 

Standard License Agreement)  
 License Agreement fee, if applicable 
 Real Estate Fees, if applicable 
 Annual permit application, if maintenance contract is 

required 
 
Note: All fees shall be entered in CPS and paid through 

Michigan Business One Stop (MBOS) Shopping Cart.   
 

14. Receive the required items from the permit applicant. 
 

15. Transmit the original Form 2490 signed by the permit 
applicant to the TSC Manager when recommending approval 
of individual permit application. 

 
TSC Manager 16. Receive the original Form 2490 signed by the permit 

applicant from TSC Construction Permit Staff.   
 
 17. Sign Form 2490 in the presence of a notary, if applicable. 
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18. Transmit the original signed Form 2490 to the TSC 

Construction Permit Staff. 
TSC Construction Permit  
Staff 19. Receive the original signed Form 2490 from the TSC 

Manager. 
 

20. Upload signed Form 2490 to CPS. 
 

21. Process permit according to the Individual Permit Process, 
(Procedure 1502.01).  

 
Note:  Ensure signed Form 2490 is an attachment in the 

permit package.   
 

22. Transmit original Form 2490 with permit and permit 
attachments to Central Office License Specialist. 

 
Note:  The Central Office License Specialist shall maintain 

Form 2490 for tracking and renewal. 
 

23. Receive copy of recorded form 2490 from the Central Office 
License Specialist.   

 
24. Upload the recorded Form 2490 to CPS. 

 
Note:  Both the signed and recorded versions of Form 2490 

should be retained in CPS.   
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Description License agreements follow normal permit procedures in addition to 

this procedure’s specified steps.  
 

Although not all inclusive, the following list of uses of State highway 
Right-of-Way by private parties require a license agreement: 

 
 Overhanging canopies, marquees, balconies, on-premises 

signs, roofs  
 Permanent structures with foundations (For example: 

elevators, buildings, pump houses, signs, building ramps, 
steps, building fronts, non-motorized paved path) 

 Irrigation line 
 Private utilities 
 Field drain 
 Street lights and new private poles 
 Parking lots, storage areas 
 Private bridges and tunnels 
 Adopt-a-Landscape that includes hardscape items 
 
Note: For specific activities and dimensions allowed under the 

Standard License Agreement procedure see the Standard 
License Agreement Determination Chart below.   

 
Sprinkler systems do not require a license. They are not charged a 
rental fee and are only allowed in Free Access Right-of-Way.     
 
Local Public Agency Projects shall not follow this procedure.   
 
TSC Construction Permit Staff shall confirm property ownership by 
deed or other instrument evidencing possession. A license rental fee 
shall not be charged if the adjacent property owner is the underlying 
fee owner of Easement Right-of-Way. 
 
Municipalities conducting operations within their jurisdictional 
boundaries shall not be charged license agreement administrative 
fees but may be charged a license rental fee.   
 
If MDOT has an easement and the permit applicant (adjacent 
property owner) is not the underlying fee owner, the permit applicant 
must obtain written permission from the underlying fee owner.  This 
may occur when, subsequent to acquisition of the Right-of-Way 
easement, the property is sold and/or resold and the legal 
description excludes the Right-of-Way.  
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The TSC Construction Permit Staff is encouraged to contact the 
Central Office License Specialist for assistance in determining the 
State highway Right-of-Way status and/or completing and executing 
the License Agreement, if necessary.   

Determining if Standard or  
Complex License  
Agreement   The following chart indicates the allowable construction activities 

and the maximum land dimensions for a Standard License 
Agreement.  Any proposals for other activities or over the sizes 
specified shall be processed as Complex License Agreements. 
See Complex License Agreements, (Procedure 1511.21). 

 

STANDARD LICENSE AGREEMENT DETERMINATION CHART 
Proposed Construction Activity Maximum Right-of-Way Dimensions 
Irrigation line, private utilities  

(excluding potable water well, septic 
tank and drain field) 

500 linear feet

Street light installed on a new private 
pole 

10 square feet

Field drain 

300 square feet

Foundation for balcony (balcony is 
outside of the Right-of-Way), canopy, 
marquee, or on-premise sign 
Overhang object with no ground/height 
disturbance 
Ramp, steps building front, or roof 
attached to building 

 
Permit Application  
Package Review Ensure the requirements on Information for License Agreements, 

(Form 3726) have been met.    
 
Form 2490 Notarization All License Agreements, (Form 2490) are recorded and shall be 

notarized. The notary shall determine the appropriate portion of 
page 3 to complete.  A flat rate real estate fee of $100.00 shall be 
charged. 
 

Technical Reviews Technical reviews vary, depending on the complexity and location of 
the project and who is performing them.  Technical reviews 
examine, but are not limited to, the impact on the following: 
 
 Future transportation needs 
 Neighborhood context sensitivity 
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 Adjacent property use 
 Watershed/drainage requirements 
 Traveling public expectations 
 Aesthetics  
 Safety   
 Road capacity/Level of Service 
 Environment 
 Validity of applicant’s justification 
 Federal requirements 
 Access management  

 
Additional Requirements Additional requirements may include, but are not limited to, the 

following: 
 
 Utility leads 
 Drainage plans 
 Signage 
 Driveway changes 
 Height requirements 
 Clear vision requirements 
 Contingency Plans 
 Design changes 
 Foundation drawings 
 Documentation regarding extenuating circumstances or lack 

of practical alternatives 
 Maintenance Contract 
 

Note:  A maintenance contract is required when the facility 
would require ongoing maintenance.  The 
Development Services Division, Agreements Unit shall 
be contacted when a maintenance contract is required.   

 
Determine Rental Rate    To determine if valuation related to a request is standard, the TSC 

Construction Permit Staff shall use the following chart:   
  

Note:  If the permit applicant objects to, or disagrees with, the 
amount stated in the table, they may request MDOT obtain 
an appraisal, at the permit applicant’s expense, to provide the 
basis for the rental rate.  Contact the Central Office License 
Specialist if an appraisal is needed or if questions arise.  
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             NET PRESENT VALUE OF LEASE FEE 

                    FOR A 20 YEAR PERIOD 
 

Rate Schedule for Standard License Agreements 
 

Region Type of Property Zoning 

 Residential, 
Recreational

& 
Agricultural 

Industrial 
& 

Office 

Commercial Central 
Business 
District 

Superior & North $500 $2,000 $3,500 $4,500 
Bay, Southwest, Grand & 

University (except 
Washtenaw County) 

$500 $2,500 $4,500 $7,000 

Metro and Washtenaw 
County 

$500 $3,000 $7,000 $10,000 

All Regions  
(Removable overhang 
object less than 100 

square feet) 

$500 $1,000 $2,000 $3,000 

 
Note: Zoning information may be obtained from the local 

municipality.  
 

Completing Exhibits A & B The TSC Construction Permit Staff shall complete Exhibit A and 
Exhibit B in addition to the License Agreement, (Form 2490).   

 
 Exhibit A shall include the following: 
 

 Vicinity map or aerial photograph 
 Dimensioned sketch or plan of the MDOT property being 

licensed (Premises) including the MDOT Right-of-Way map 
sheet page number 
 
Note: The sketch should include the parcel number, if 

available. 
 

 Narrative description of the MDOT property to be used  
(Premises) 

 Narrative description of what is being constructed (Facility)  
 
For an example on Exhibit A see Example of Form 2490 Exhibit A, 
(Exhibit 1511.11a).   

 
Exhibit B shall include the legal description of the adjacent property 
as provided by the permit applicant. The legal description is typically 
taken from the deed or land contract.   
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Airspace Airspace is anything above the ground. Airspace License 

Agreements shall include word “airspace” and would identify the 
vertical dimensions in Exhibit A.   

 
Sub-Surface  Sub-surface is anything below the ground and would require a 

License Agreement.  Sub-surface License Agreements shall include 
the word “Sub-surface” and would identify the vertical dimensions in 
Exhibit A.   

Retaining the  
Recorded Copies  After recording, the recorded copy of the license and permit shall be 

retained by Central Office in a file shared by Real Estate and 
Permits, located in the Real Estate Section Secretary’s Office.  
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Information Right-of-Way License Agreements shall be required prior to the 

issuance of any permit which results in construction or use by 
private parties or other entities, is non-highway in nature, is not 
statutorily permitted, and occupies state highway Right-of-Way 
beyond the duration of the permit.     

 
Right-of-Way License Agreements may be entered into when MDOT 
has sufficient legal right and interest in the state highway Right-of-
Way to permit the use of state highway Right-of-Way for non-
highway purposes.   
 
Note: If MDOT has an easement and the permit applicant is not the 

underlying fee owner, the permit applicant must obtain written 
permission from the underlying fee owner.   

 
The Right-of-Way License Agreement shall only be issued when 
there is not a present, or projected requirement for the use of the 
subject area for the construction, safe operation, and maintenance 
of the highway facility and the permit applicant can demonstrate 
extenuating circumstances or lack of practical alternatives.       

 
 Permits shall not be issued without a Right-of-Way License 

Agreement in instances where a license is required.  This is a 
requirement of federal law set forth in the Code of Federal 
Regulations, 23 CFR 710.405 through 710.407.  This procedure 
does not apply to railroads or other public utilities. 

Selecting Standard or  
Complex Procedure  Standard Right-of-Way License Agreements are for small commonly 

requested activities such as those listed on Standard License 
Agreement Determination Chart in the Standard License 
Agreements, (Desk Operation 1511.11dm).  The process for 
allowing and permitting these types of requests is not as involved as 
those for Complex Right-of-Way License Agreements. Standard 
License Agreements, (Procedure 1511.11) shall not be used for 
requests in Limited Access Right-of-Way.  
 

 Complex Licenses Agreements, (Procedure 1511.21) shall be 
followed for all activities that do not qualify for Procedure 1511.11.  
Procedure 1511.21 contains additional tasks, requires additional 
reviews and approvals, and may involve FHWA approval. 
 

Procedure 
TSC Construction Permit 
Staff 1.  Receive inquiry for use of State highway Right-of-Way. 
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2. Provide permit applicant with the Information for License 

Agreements, (Form 3726).  
 
3. Receive standard permit application package in CPS with the 

following:  

 Justification letter detailing what, where and why, as well 
as, benefit to MDOT or extenuating circumstances  

 Proof of Ownership, for Easement Right-of-Way 
 Deed or land contract proving ownership of adjacent 

property 
 Additional Real Estate fee 
 

4. Review permit application package and determine the 
following:  
 
 Justification is comprehensive enough to show 

necessity and lack of alternatives 
 Standard or complex.  If complex, see Complex 

License Agreements, (Procedure 1511.21) 
 

Note:  If the request is within Limited Access Right-of-Way, it 
is always considered complex.   

 
5. Request Central Office Construction Permit Staff complete an 

informal Federal Highway Administration (FHWA) inquiry, if in 
Limited Access Right-of-Way. 

 
6. Assign review of the permit application package to the TSC 

Manager and TSC Staff Engineers in CPS.  
TSC Manager/TSC Staff  
Engineers 7. Receive notification of permit application review assigned 

from CPS. 
 
8. Review the permit application package for engineering, 

technical, and/or administrative requirements in CPS. 
 
9. Approve permit application with conditions or deny permit 

application with justification in CPS. 
TSC Construction  
Permit Staff 10. Identify permit application has been reviewed by all 

reviewers in CPS.   
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11. Review permit application package for reviewer approval or 

denial. 
 

12. Notify permit applicant of preliminary approval or denial and 
additional requirements, if any.   
 

13. Receive any additional requirements from permit applicant 
and process, if applicable. 

 
14. Request the Central Office License Specialist evaluate the 

property and complete the Rental Rate Determination, (Form 
3722). 

 
 15. Receive Form 3722 from the Central Office License 

Specialist. 
 

16. Complete the Environmental Checks. See Environmental 
Reviews Related to Specific Permit Activities, (Procedure 
1509.01) and notify the Environmental Section.   

 
17. Upload Form 3722 to CPS.   

 
18. Assign review of the permit application package including 

Form 3722 to Central Office Construction Permit Staff for 
completion of Limited Access Right-Of-Way Requirements, 
(Procedure 1502.21), if in Limited Access Right-of-Way.  

TSC Construction Permit  
Staff 19. Identify permit application has been reviewed by Central 

Office Construction Permit Staff in CPS, if in Limited Access 
Right-of-Way.   

 
20. Review permit application package for Central Office 

Construction Permit Staff and FHWA approval or denial in 
CPS, if in Limited Access Right-of-Way.  
 
Note:  If the permit application package is denied, the 

application shall be denied in CPS. 
 

21. Complete License Agreement, (Form 2490), Exhibit A and 
Exhibit B.   

 
22. Provide permit applicant Form 2490 and notify permit 

applicant to submit the following required items: 
 

 Certificate of Insurance 
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 Surety 
 Original Form 2490 executed by the applicant and 

notarized 
 Proof of signatory authority if other than an individual 

owner 
 License rental fees (according to Form 3722) 
 Annual permit application, if maintenance agreement 

is required 
 

23. Receive the required items from the permit applicant. 
 
24. Transmit original partially executed Form 2490 to the TSC 

Manager. 
 
TSC Manager 25. Receive original partially executed Form 2490 from TSC 

Construction Permit Staff.   
 
 26. Sign Form 2490 in the presence of a notary if approval of the 

individual permit application is expected. 
 

27. Transmit the original executed Form 2490 to the TSC 
Construction Permit Staff. 

TSC Construction Permit  
Staff 28. Receive the original executed Form 2490 from the TSC 

Manager. 
 

29. Upload executed Form 2490 to CPS. 
 
30. Process permit according to the Individual Permit Process, 

(Procedure 1502.01). 
 
Note:  Ensure executed Form 2490 is an attachment in the 

permit package.   
 

31. Transmit original Form 2490 and permit package to Central 
Office License Specialist. 

 
32. Receive copy of recorded form 2490 from the Central Office 

License Specialist.    
 

33. Upload the recorded Form 2490 to CPS. 
 

Note:  Both the signed and recorded versions of Form 2490 
shall be retained in CPS.   
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Description License agreements follow normal permit procedures in addition to 

this procedure’s specified steps.  
 

Although not all inclusive, the following list of uses of State highway 
Right-of-Way by private parties require a license agreement: 
 
 Overhanging canopies, marquees, balconies, signs, roofs  
 Permanent structures with foundations (For example: 

elevators, buildings, pump houses, signs, building ramps, 
steps, building fronts, non-motorized paved path) 

 Irrigation line 
 Field drain 
 Street lights and new private poles 
 Parking lots, storage areas 
 Private bridges and tunnels 
 Adopt-a-Landscape that includes hardscape items 
 
Note: For specific activities and dimensions allowed under the 

Standard License Agreement procedure see the Standard 
License Agreement Determination Chart below.  

 
Sprinkler systems do not require a license. They are not charged a 
rental fee and are only allowed in Free Access Right-of-Way.     
 
Local Public Agency Projects shall not follow this procedure.   
 
TSC Construction Permit Staff shall confirm property ownership by 
deed or other instrument evidencing possession.  A license rental 
fee shall not be charged if the adjacent property owner is the 
underlying fee owner of Easement Right-of-Way. 
 
Municipalities conducting operations within their jurisdictional 
boundaries shall not be charged license agreement administrative 
fees but may be charged a license rental fee.   
 
If MDOT has an easement and the permit applicant (adjacent 
property owner) is not the underlying fee owner, the permit applicant 
must obtain written permission from the underlying fee owner.  This 
may occur when, subsequent to acquisition of the Right-of-Way 
easement, the property is sold and/or resold and the legal 
description excludes the Right-of-Way.  
 
The TSC Construction Permit Staff is encouraged to contact the 
Central Office License Specialist for assistance in determining the 
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State highway Right-of-Way status and/or completing and executing 
the License Agreement, if necessary.   

Determining if Standard or  
Complex License  
Agreement   The following chart indicates various construction activities and the 

maximum land dimensions for a Standard License Agreement.  
Proposals for activities that meet the following chart, see Standard 
License Agreements, (Procedure 1511.11).  

            

STANDARD LICENSE AGREEMENT DETERMINATION CHART 
Proposed Construction Activity Maximum Right-of-Way Dimensions 
Irrigation line, private utilities  

(excluding potable water well, septic 
tank and drain field) 

500 linear feet

Street light installed on a new private 
pole 

10 square feet

Field drain 

300 square feet

Foundation for balcony (balcony is 
outside of the Right-of-Way), canopy, 
marquee, or on-premise sign 
Overhang object with no ground/height 
disturbance 
Ramp, steps building front, or roof 
attached to building 

 
 

Technical Reviews Technical reviews vary depending on the complexity and location of 
the project and who is performing them.  Technical reviews examine 
but are not limited to, the impact on the following: 
 
 Future transportation needs 
 Neighborhood context sensitivity 
 Adjacent property use 
 Watershed/drainage requirements 
 Traveling public expectations 
 Aesthetics  
 Safety   
 Annual Average Daily Traffic (AADT) 
 Environment 
 Validity of applicant’s justification 
 Federal requirements 
 Access management 
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A flat rate real estate fee of $100.00 shall be charged.  

 
Note:  If the permit applicant objects to, or disagrees with, the 

determination made in the Rental Rate Determination, (Form 
3722) they may request MDOT obtain an appraisal, at the 
permit applicant’s expense, to provide the basis for the rental 
rate.  Contact the Central Office License Specialist if an 
appraisal is needed or if questions arise.  

 
Additional Requirements Additional requirements may include, but are not limited to, the 

following: 
 
 Utility leads 
 Drainage plans 
 Signage 
 Driveway changes 
 Height requirements 
 Clear vision requirements 
 Contingency Plans 
 Design changes 
 Foundation drawings 
 Documentation regarding extenuating circumstances or lack 

of practical alternatives 
 Maintenance Contract 
 
Note:  A maintenance contract is required when the facility would 

require ongoing maintenance.  The Development Services 
Division, Agreements Unit shall be contacted when a 
maintenance contract is required.   

FHWA Inquiries, if in  
Limited Access Right-of-Way All correspondence to the Federal Highway Administration (FHWA) 

shall be coordinated through the Central Office Construction Permit 
Staff. The Region/TSC Staff shall not contact the FHWA Real Estate 
Officer directly.   

 
After reviewing the request with the Utilities and Permits Section 
Manager and others as appropriate, and the request appears 
reasonable, the Central Office Construction Permit Staff shall 
contact the FHWA Real Estate Officer by e-mail with courtesy copy 
to TSC Construction Permit Staff.  MDOT shall not proceed before 
obtaining FHWA Real Estate Officer preliminary approval.    

 
Completing Exhibits A & B The TSC Construction Permit Staff shall complete Exhibit A and 

Exhibit B in addition to the License Agreement, (Form 2490).   
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 Exhibit A shall include the following: 
 

 Vicinity map or aerial photograph 
 Dimensioned sketch or plan of the MDOT property being 

licensed (Premises) including the MDOT Right-of-Way map 
sheet page number 
 
Note: The sketch should include the parcel number, if 

available. 
 

 Narrative description of the MDOT property to be used  
(Premises) 

 Narrative description of what is being constructed (Facility)  
 
For an example on Exhibit A see Example of Form 2490 Exhibit A, 
(Exhibit 1511.11a).   

 
Exhibit B shall include the legal description of the adjacent property 
as provided by the permit applicant. The legal description is typically 
taken from the deed or land contract.   
 

Airspace Airspace is anything above the ground. Airspace License 
Agreements shall include the word “airspace” and identify the 
vertical dimensions in Exhibit A.   

 
Sub-Surface  Sub-surface is anything below the ground. Sub-surface License 

Agreements shall include the word “Sub-surface” and identify the 
vertical dimensions in Exhibit A.   

Central Office Construction  
Permit Staff Review 
 Ensure the following documents have been included:   

 
 Written Justification Letter describing extenuating 

circumstances or lack of a practical alternative 
 Form 3722 
 Maintenance Contract, if applicable 
 Proof of signatory authority if other than individual owner 

Transmittal Package  
Cover Letter If in Limited Access Right-of-Way, the transmittal package cover 

letter is from the MDOT Development Services Division 
Administrator to the FHWA Real Estate Officer.   It explains what 
MDOT is proposing and requests FHWA review and approve.   
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FHWA Decision Letter The Development Services Administrator’s Secretary shall retain the 

original decision letter from FHWA.    
Central Office Construction  
Permit Staff Receipt of   
Package with FHWA  
Approval Letter The Central Office Construction Permit Staff will retain a copy of the 

package with the FHWA approval letter.   
 
The FHWA approval letter shall be scanned and transmitted to the 
TSC Construction Permit Staff electronically.   

Retaining the  
Recorded Copies  After recording, the recorded copy of the license and permit shall be 

retained by Central Office in a file shared by Real Estate and 
Permits, located in the Real Estate Section Secretary’s Office.  
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Description MDOT receives requests for the installation of signs to memorialize 

a cause, event or individual.  The naming of any state highway must 
go through a legislative process which concludes with an order 
signed by the MDOT Director.  See Traffic and Safety’s Signing 
Trunkline Guide, Section 8.8, Memorial Highways and Bridges for 
more information. 
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