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Typical Off‐Site Easement – May 2023

Off‐Site Easement 
Required

Applicant applies for 
Easement record via 
Accela Automation 

and uploads 
complete 
application 
package* 

Easement Request is 
routed to Land 

Agent in Contract 
Management Office 

via Accela 
Automation

Contract 
Management Office 
to Route Exhibits to 
Plan Review Team 
(PRT) for Approval

Submission of 
Revisions or 
Additional 

Documentation

*Required Items include Completed 
Easement Initiation Form, Easement 
Exhibits, Metes and Bounds, Signature 
Authority, Secretary of State 
documentation, Vesting Deeds, and Fees. 

Inform Applicant

Approved

Not 
Approved

Contract 
Management Office 
Drafts Easement 
Document(s)

Signed Easement 
Document(s) are 
packaged with 
supporting 

documentation and 
routed electronically 

for Execution 

Executed Easement 
Document(s) are 

submitted for electronic 
recording at their 

corresponding county  

Approved

Not 
Approved

Contract 
Management Office 

sends final 
Easement 

Document(s) to 
Applicant to sign 
and notarize 

Off‐Site Easement 
Required

Applicant applies for 
Easement record via 
Accela Automation 

and uploads 
complete 
application 
package* 

Project Manager 
Exhibit Review

Easement Request is 
routed to IPRC 

Project Manager via 
Accela Automation

Submission of 
Revisions or 
Additional 

Documentation

Exhibits 
Approved

Project Facilitation

Contract 
Management Office 
provides Draft(s) to 

Applicant 

Applicant provides 
redlines or 

corrections needed 
to the Contract 

Management Office 

Applicant signs and 
notarizes Easement 
Document(s) and 

returns them to the 
Contract 

Management Office 

Recording fees are 
assessed and 
provided to the 

Applicant 

Applicant pays 
recording fees 

Not Approved

IPRC Project 
Manager creates 
Project Folder in 

T:Drive and saves all 
Approved Easement 
Documents in the 

folder 

IPRC Project 
Manager Notifies 

Contract 
Management Office 

via e‐Mail of 
Easement Approval 

and Request 

Contract 
Management Office 
Drafts Easement 
Document(s); 

Provides draft(s) to 
Applicant 

Approved

Not Approved

Applicant provides 
redlines or 

corrections needed 
to the Contract 

Management Office 

Contract 
Management Office 

sends final 
Easement 

Document(s) to 
Applicant to sign 
and notarize 

Applicant signs and 
notarizes Easement 
Document(s) and 

returns them to the 
Contract 

Management Office 

Signed Easement 
Document(s) are 
packaged with 
supporting 

documentation and 
routed electronically 

for Execution 

Recording fees are 
assessed and 
provided to the 

Applicant 

Applicant pays 
recording fees 

Executed Easement 
Document(s) are 

submitted for electronic 
recording at their 

corresponding county  

rushtod
Sticky Note
Simplify by saying "Recorded electronically at the County."

rushtod
Sticky Note
Simplify. "Applicant uploads complete application package". 

rushtod
Sticky Note
Eliminate this box. We don't need to showcase the behind the scenes efforts. 

rushtod
Sticky Note
Eliminate. We don't need to show behind the scenes. 

rushtod
Sticky Note
Both these 'approved' and 'not approved' diamonds seem unncecessary. How is anothe approval taking place since the PM's approved exhibits 3 boxes ago?

rushtod
Sticky Note
Remove. Do not need this much detail. 

rushtod
Sticky Note
Simplify by saying "Recorded electronically at the County."

rushtod
Sticky Note
Simplify. "Applicant uploads complete application package". 
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