A Guide to Complete
Documentation of a Damage as

It relates to Virginia’s
Underground Utility Damage
Prevention Act




Overview of Steps Involved

1 1) Primary Responsibility of Repair Crew Is to
Make the Site Safe

1 2) Documentation Process Begins (Damage
Sketch, Pictures, Interviews, etc.)

1 3) Mr. Tony Goodman and Mr. Thurman Smith
will Summarize an Actual Washington Gas

Damage Investigation
1 4) Provide Final Reports to SCC.




1) Safety

1 Before an Investigation can begin, the
damaged utility must be rendered safe by
the repair crew before they start an
investigation, (Power shut off, Gas closed
off by valve or squeeze off, etc.)




2) Documentation Process

1 Be sure to include all relevant information;
iIncluding, but not limited to:

Pictures of the site
Damage Sketch
nterviews/Statements from involved parties




Pictures In General

1 Pictures need to be time and date
stamped.

1 |f printed copies are supplied, write a brief
explanation on the back of the photos
explaining what the picture is capturing.




- Examples of the proper use of reference points

when taking photographs of the Area of
Excavation
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- Site Overview Example

1 Show the area of excavation with reference
points.

1 If site is too large to capture in one picture, use
stationary points of reference to tie multiple
pictures together.

Satellite Dish Satellite Dish




- Marking Examples

1 Take as many pictures as necessary to show the
markings, the point of origin, what the marking is
representlng, its route efc...
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Prepare a Damage Sketch of the
Excavation Area

1 Be sure in the damage
sketch to include the
following: date & time,
address, ticket #, location
of all visual evidence

(marked or not), any
markings present,
location of any fixed
points used as a
reference in pictures,
point of damage, key for
any symbols used, efc.




If reporting to the SCC, Complete
a DPA-1 Form

Complete Online —= http:iisccairginia.qov/publicforms/ 157 form _dpa1.pdf

Print, Complete, and Send —http:iiscoarginia.gov/publicforms/158form dpai.doc




DPA-1 Continued...

1 Fill out all applicable sections to the best
of your abillity.

1|t is important that all information is
accurate when preparing the DPA-1 form

(company name, company phone number,
company address, contact, etc.)




-More Helpful Reports

1 This Is a Damage
Investigation Report

1 This report would
contain all of the
iInformation obtained
from the field
Investigation, to
iInclude: Statements
from Involved parties,
conclusions from the
Investigator, etc. ..




3) Mr. Tony Goodman and Mr.
Thurman Smith Present an Actual
Damage Investigation

1 The following series of documents relate to an
actual damage, please make note that several
aspects have been removed to keep all parties
Involved anonymous.

1 [tems removed include: names, dates, street
names, date and time stamps, etc.




- Actual Damage Investigation
Continued

1 This Iis an actual Washington Gas Damage Report.
1 The report includes all relevant details of the damage

1 The report will contain summary of the damage as well
as a Root Cause




Field Damage Investigation Report

DAMAGE REPORT
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Damage Investigation Continued

DAMAGE REPORT




Address and Damage Site
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WG Record, Small\World




WG Cover Letter With a Dama
Summary and Root Cause
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DPA-1 Prepared by WG
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DPA-1 page 2




Damage Investigation Report




Damage Report Page 2
Includes Damage Root Cause




UQ Locate Picture
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Electronic Damage Sketch
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UQ Damage Investigation
Locate Manifest




4) Completed Documentation

1 All completed documents are approved and sent to the
SCC Investigator

Division of Utility and Railroad Safety
Write: Damage Prevention Investigator
Division of Utility and Railroad Safety
State Corporation Commission

P.O. Box 1197

Richmond, Virginia 23218
E-mail; vadamageprevention@scc.virginia.gov
Web: www.scc.virginia.gov/division/urs/index. htm




