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Tax Ditch Agreement Procedures
Prior to the Department of Transportation (DelDOT) proceeding with any proposed construction work, DelDOT needs the concurrence of the Tax Ditch Manager to use the existing tax ditch easement within the Limits of Construction (LOC) of a project in order to construct the project.  The following will explain the procedure for executing a tax ditch agreement.
1. Determine what tax ditch district the project is located via Tax Ditch Application at http://maps.dnrec.delaware.gov/taxditch
2. Prepare map of tax ditch boundary and obtain tax ditch limits from website above.
3. Request tax ditch manager names and addresses via email to:  DNREC_Soil_TaxDitch@state.de.us
4. Prepare letter to send to tax ditch administrator and include construction plan attachment and map.
5. Send two (2) letters on DelDOT letterhead with signature line and attachments.  Include self addressed stamp envelope for return of one original letter to DelDOT.
6. Log in date letter was sent to the tax ditch administrator into the Agreement tracking spreadsheet/database on the shared drive.
7. Once letter is returned, make sure it is signed and attested in the appropriate location.  If the letter is not attested, re-send letter to tax ditch administrator. 
8. Log in date letter was returned from tax ditch administrator into the Agreement tracking spreadsheet/database.
9. Prepare internal memo to distribute signed Tax Ditch letter agreement advising that the Tax Ditch Chairman has given the State approval to use the existing tax ditch easement in order to construct the project.
10. Scan and file original tax ditch agreement under contract folder (G://Shared/PrimaveraP3E/Design-Team Support)
