
Online Encroachment Application File Naming Conventions 

Notes: 

 All documents should be in PDF format. 

 Each document should be submitted as a separate document. 

Submittal/Review Documents 

Encroachment Agreement (Submittal; Not yet signed and dated by NCDOT) 

EA16#(Form# without period) ApplicantName ApplicantProject#(if applicable) DateSubmitted[YYYYMMDD].pdf 

      Example: EA161 AcmeUtilityCo AUC1234G 20161101.pdf 

Plans(During Review) 

Plans[With Submittal#] ApplicantName ApplicantProject#(if applicable) DateSubmitted[YYYYMMDD].pdf 

     Example: Plans2 AcmeUtilityCo AUC1234G 20160519.pdf 

Design/Calculations for Shoring, Boring, Tunneling, etc. 

CalculationType[Submittal#] CompanyName DateSubmitted[YYYYMMDD].pdf 

     Example: Shoring3 UtilityDesign 20160520.pdf or Boring1 UtilityDesign 20160520.pdf 

Cover Letters from Applicant, Engineer, etc. 

Cover CompanyName ApplicantProject#(if applicable) DateSubmitted[YYYYMMDD].pdf  

     Example: Cover XYZEngineers AUC1234G 20160519.pdf 

Transmittal/Cover Memos from District/Division/Other NCDOT Units (General transmittals and correspondence 

between Units) 

Encr# MemoTo[ReceivingUnit] LetterDate[YYYYMMDD].pdf  

     Example: E092034175121 MemoToLighting 20160519.pdf or E051092177908 MemoToUES 20170129.pdf 

Review Request Memo between District/Division/Other NCDOT Units  

Encr# RevReq ReviewingUnit[Submittal#] LetterDate[YYYYMMDD].pdf  

     Example: E092034175121 RevReq Lighting1 20160519.pdf or E051092177908 RevReq SpecStud3 

20170129.pdf 

Review Comments Memo between District/Division/Other NCDOT Units 

Encr# RevCom ReviewingUnit[Submittal#] LetterDate[YYYYMMDD].pdf  

     Example: E092034175121 RevCom UES1 20160519.pdf or E051092177908 RevCom Lighting3 20170129.pdf 

Environmental Forms (NPDES, VCER, etc.) 

FormName CompanyName ApplicantProject#(if applicable) DateSubmitted[YYYYMMDD].pdf  

     Example: NPDES XYZEngineers AUC1234G 20160519.pdf 

 

Final Documents 

Executed Encroachment Agreement (Signed and Dated by NCDOT) 

Encr# Executed EA16# (Form# without the period) ApplicantName ApplicantProject#(if applicable) 

ApprovalDate[YYYYMMDD].pdf 

     Example: E092034175121 EXECUTED EA161 AcmeUtilityCo AUC1234G 20161101.pdf 

Final Plans 

Encr# FinalPlans ApplicantName ApplicantProject#(if applicable) ApprovalDate[YYYYMMDD].pdf 

     Example: E092034175121 FinalPlans AcmeUtilityCo AUC1234G 20161224.pdf 

Approval Letter with Provisions 

Encr# Approval ApplicantName ApplicantProject#(if applicable) LetterDate[YYYYMMDD].pdf 

     Example: E092034175121 Approval AcmeUtilityCo AUC1234G 20160519.pdf 

Approval Package (One document containing multiple final documents) 

Encr# ApprovalPackage ApplicantName ApplicantProject#(if applicable) ApprovalDate[YYYYMMDD].pdf 

     Example: E092034175121 ApprovalPackage AcmeUtilityCo AUC1234G 20160519.pdf 

Denial/Close Out Letter 

Encr# Denial/CloseOut ApplicantName ApplicantProject#(if applicable) LetterDate[YYYYMMDD].pdf 

     Example: E092034175121 Denial AcmeUtilityCo AUC1234G 20160519.pdf 


