

 


 


 

Washington State 
Department of Transportation 

CONSTRUCTION BULLETIN
 

Third Party Damages Process Update 
State Construction Office Bulletin #2025-07, Page 1 of 2Engineering and Regional Operations 

Date: December 15, 2025 

Purpose 
Communicate changes made to the third-party damages process in the Construction Manual to address 
damage to permanent Work caused by known and unknown parties on active construction projects. 

Background 
The cost to repair permanent Work damage caused by third parties can be reimbursed to WSDOT if is 
known who caused the damage (a known third party). The cost of repairing the damage is billed to the 
driver’s insurance company by the WSDOT Risk Office. To be eligible for reimbursement, the claim must 
be filed with the insurance company as soon as possible, and the time it takes to complete the repair 
will determine if actual costs or an estimate is used for the claim. 

Guidance 
When damage occurs on an active construction project the Project Engineer must determine if the 
repair cost incurred by the Contractor is eligible for reimbursement as allowed in SS 1-07.13(4).  If 
eligible for reimbursement, follow the steps outlined in the corresponding section of the Construction 
Manual and use form – WSDOT Form 350-002. The updated process includes using a single form to 
consolidate the information sent to PS&R, CAPS, Accounting and the Risk Office to set up the group and 
bill the insurance company. 

The Third-Party Damage Process fact sheet includes activities that are performed outside of the 
Construction Division and is meant to encompass the complete process from the time the incident 
occurs until necessary documentation is sent to file the claim with the insurance company. There are 
three different process fact sheets depending on the time it will take to complete the repair and if the 
third party is known or unknown. 

Resources 
Construction Manual SS 1-07.13(4) 
Third Party Damages - WSDOT Form 350-002 
Third Party Damages Process fact sheet – Known Parties, 20 days or less for repair 
Third Party Damages Process fact sheet – Known Parties, longer than 20 days for repair 
Third Party Damages Process fact sheet – Unknown Parties 




 


 


 

Washington State 
Department of Transportation 

CONSTRUCTION BULLETIN
 

Third Party Damages Process Update 
State Construction Office Bulletin #2025-07, Page 2 of 2Engineering and Regional Operations 

Date: December 15, 2025 

Implementation Plan 
The updated process is included in the December Construction Manual update for use on new third-
party damage incidents immediately. Claims that are in process do not need to follow the updated 
procedure and can be completed as they would have been before. 

Contact Information 
Heidi Jensen 
Heidi.Jensen@wsdot.wa.gov 

Comments 
As the new process is used, please send comments and suggested improvements to Heidi Jensen. 

mailto:Heidi.Jensen@wsdot.wa.gov


 
         

 

                  
     
  

 
     

   
     

        
 

           
    

         
  

            
           

   
 

         
 

       
 

             
 

   
          

   
    

 
       

   
  

    
       

        
       

   
    

     
    

 

 


 

	 

	 
	 

	 
	

	

	 

	 

	 

	 

	 
	 

	 

	 

	 

Third Party Damages Process
 
(for use with KNOWN 3rd parties and when repairs WILL be completed within 20 days) 

Time Incident Occurs  Receivable Created 
1. WSDOT property damaged on an active construction project 
2.	 Project Engineer uses SS 1-07.13(4) to determine if the cost to repair is the responsibility of WSDOT, 

if yes 
3. Document incident with photos to include 

a. Damaged property 
b.	 Vehicle if still on-site 

4.	 Notify Contractor to start repairs – paid as force account using the Third Party Damages bid item 
included in the Contract 

5.	 Request a new group for the incident under the existing Third Party Damages bid item in the
	
Contract – include the Contract Number in the title of the email
	

a. Fill out top portion of Third-Party Damage Report – DOT Form 350-002 and send to 
hqorprojectsupport@wsdot.wa.gov 

b.	 Include the Contact number in the title of the form name when saved 
c. Include the Contract number in the subject line of the email 
If there are any questions regarding completion of the form, an email will be sent back to the 

project office with a CC to CAPS 
6.	 When the new group is set up in TRAINS, PS&R will notify CAPS to set up the new group in their 

system. 
7.	 Project office receives form back from CAPS with new group number – add group number to the 

form if not already on it 
8.	 Pull police report from ECM (See ECM-Police Report Search fact sheet available on the Construction 

SharePoint site) 
a. Contact Matty Olesh if access to the ECM is needed 

9. Fill out the bottom portion of the Third Party Damage Report form. 
a.	 Total force account sheets and enter the amount as the actual cost on the form 
b.	 If the contractor submits a force account invoice within the 20 day requirement, it can be 

used to complete the form 
10. Forward form to thirdpartydamages@wsdot.wa.gov (cc Region if required) and attach: 

a.	 Photos 
b. Police report 

i.	 If the police report is not available send information collected and follow up with 
sending the report once available by re-submitting the form. Mark the form as 
revised on the top portion and indicate that the police report is provided in the 
“revised report reason” field. Ruth Deveraux is also available to assist with pulling 
police reports. 

c.	 Force account documentation 
11. Accounting creates the receivable, and the Risk Office invoices the insurance company of the third 

party for the known cost of the damage. 

mailto:hqorprojectsupport@wsdot.wa.gov
mailto:thirdpartydamages@wsdot.wa.gov


 
         

 

                  
 

     
  

 
     

   
     

        
 

         
    

         
  

            
           

   
 

        
 

         
 

            
 

   
  

        
        

    
       

   
  

   
    

        
     

 
      


 

	 
	 

	 
	 
	 

	 

	 

	 
	 

	 

	 

	 

	 
	 

	 

	 
	 

	 

	 

Third Party Damages Process
 
(for use with KNOWN 3rd parties and when repairs will NOT be completed within 20 days) 

Time Incident Occurs  Receivable Created 

1.	 WSDOT property damaged on an active construction project 
2.	 Project Engineer uses SS 1-07.13(4) to determine if the cost to repair is the responsibility of WSDOT, 

if yes 
3.	 Document incident with photos to include 

a.	 Damaged property 
b.	 Vehicle if still on-site 

4.	 Notify Contractor to start repairs – paid as force account using the Third Party Damages bid item 
included in the Contract 

5.	 Request a new group for the incident under the existing Third Party Damages bid item in the 
Contract – include the Contract Number in the title of the email 

a. Fill out top portion of Third-Party Damage Report – DOT Form 350-002 and send to 
hqorprojectsupport@wsdot.wa.gov 

b.	 Include the Contact number in the title of the form name when saved 
c.	 Include the Contract number in the subject line of the email 
If there are any questions regarding completion of the form, an email will be sent back to the 

project office with a CC to CAPS 
6.	 When the new group is set up in TRAINS, PS&R will notify CAPS to set up the new group in their 

system. 
7.	 Project office receives form back from CAPS with new group number – add group number to the 

form if not already on it 
8.	 Pull police report from ECM (See ECM-Police Report Search fact sheet available on the Construction 

SharePoint site) 
a.	 Contact Matty Olesh if access to the ECM is needed 

9.	 Fill out the bottom portion of the Third Party Damage Report form. 
a.	 Create an estimate to complete the repair using known force account amounts and 
estimated future costs (including additional force account work and materials).  Enter the 
estimated cost on the third party damages form. 

10. Forward form to thirdpartydamages@wsdot.wa.gov (cc Region if required) and attach: 
a.	 Photos 
b.	 Police report 

i.	 If police report is not available send information collected and follow up with 
sending the report once available by re-submitting the form. Mark the form as 
revised on the top portion and indicate that the police report is provided in the 
“revised report reason” field.  Ruth Deveraux is also available to assist with pulling 
police reports. 

c.	 Estimate prepared by the project office 

mailto:hqorprojectsupport@wsdot.wa.gov
mailto:thirdpartydamages@wsdot.wa.gov


     
      

  
    

            

 

 

 

 

 

 

 

11. Accounting creates the receivable, and the Risk Office invoices the insurance company of the third 
party for the estimated cost of the damages. 

12. When the total cost of the repair is known update WSDOT Form 350-002 with the full cost of the 
repair and re-submit to thirdpartydamages@wsdot.wa.gov. Mark the form as revised on the top 
portion and indicate that it is the actual cost in the “Revised report reason” field. 

mailto:thirdpartydamages@wsdot.wa.gov


 
    

 

                  
 

     
  

 
     

   
     

        
 

   
         

 
   

           
    

          
 

            
           

   
 

        
 

      
  

             
 

     
                

    
       

    
  


 

	 
	 

	 
	 
	 

	 

	 

	 
	 

	 

	 
	 

	 

	 

	 

	 

	 

Third Party Damages Process
 
(for use with UNKNOWN 3rd parties) 

Time Incident Occurs  Receivable Created 

1.	 WSDOT property damaged on an active construction project 
2.	 Project Engineer uses SS 1-07.13(4) to determine if the cost to repair is the responsibility of WSDOT, 

if yes 
3.	 Document incident with photos to include 

a.	 Damaged property 
b.	 Vehicle if still on-site 

4.	 Notify Contractor to start repairs – paid as force account using the Third Party Damages bid item 
included in the Contract 

5.	 Pull police report from ECM to verify that the third party remains unknown (See ECM-Police Report 
Search fact sheet available on the Construction SharePoint site). Proceed with the steps below 
even if the police report is not available. 

a.	 Contact Matty Olesh if access to the ECM is needed. 
6.	 Request a new group for the incident under the existing Third Party Damages bid item in the 

Contract – include the Contract Number in the title of the email. 
a.	 Fill out top portion of Third-Party Damage Report – DOT Form 350-002 and send to 
hqorprojectsupport@wsdot.wa.gov, 

b.	 Include the Contact number in the title of the form name when saved, 
c.	 Include the Contract number in the subject line of the email. 

If there are any questions regarding completion of the form, an email will be sent back to the project 
office with a CC to CAPS 

7.	 When the new group is set up in TRAINS, PS&R will notify CAPS to set up the new group in their 
system. 

8.	 Project office receives form back from CAPS with new group number – add group number to the 
form if not already on it. 

a.	 The bottom portion of the form does not need to be completed if the party remains 
unknown. 

9.	 Contractor completes repair work. 
10. Pull police report again to make sure the third party was not identified and added to the report. If 

party is now known, follow steps 11 – 12 below.  If the party remains unknown, make payment to 
contractor and file paperwork as required in the Construction Manual to complete the process. 

Only complete steps 11  –  12  if  the  third  party  becomes  known  after the  group  is  set  up.  

11. Fill out the bottom portion of the Third Party Damage Report form. 
a.	 Total force account sheets and enter the amount as the actual cost on the form 

mailto:hqorprojectsupport@wsdot.wa.gov


       
   
  
    

          
  

 

 

 

 

 

 

12. Forward form to thirdpartydamages@wsdot.wa.gov (cc Region if required) and attach: 
a. Photos 
b. Police report 
c. Force account documentation 

13. Accounting creates the receivable, and the Risk Office invoices the insurance company of the third 
party for the known cost of the damage. 

mailto:thirdpartydamages@wsdot.wa.gov




















Washington State 
Department of Transportation 

I 

Third Party Damages 
Complete Top Portion for New Group Number 

WSDOT Contract Number Contract Title 

Region Project Engineer Org Code Submitted By 

Date Report Completed Date of Incident (if known)  Initial Report Revised Report 

Revised Report Reason: 

State Route Mile Post Control Section Increasing or Decreasing Direction
 Increasing Decreasing 

Damage Code (choose code from list) Responsible Party Bid Item # Group Number 
Known Unknown 

Complete Bottom Portion after Group Number Created 
Responsible Third Party (if known) 

Name Address License Plate 


Location of Incident 


Description of Damage 


Contractor Payments (to include sales tax): $

 Actuals Estimate 

Indirect Cost 

(Current WSDOT Rate) 
 $ 

Enter as actual percentage, i.e. 9.7 

Total Charges: $ 

Distribution Instructions: 
Complete top portion of form and send to: 
hqorprojectsupport@wsdot.wa.gov 

When received back with new group number complete the bottom portion and send to: 
thirdpartydamages@wsdot.wa.gov 
Region Construction Office (If Required) 
*If the third party remains unknown, do not complete the bottom portion of the form. 

DOT Form 350-002 Revised 08/2025 
● Previous Versions Obsolete ●

mailto:hqorprojectsupport%40wsdot.wa.gov?subject=
mailto:thirdpartydamages%40wsdot.wa.gov?subject=


 

 

 
 
 

 

 

 

 

Instructions 
Complete Top Portion for New Group Number 
Contract Number/Title: Enter Contract number and contract title 

Region: Enter Administering Region 

Project Engineer: Enter Project Engineer name 

Org Code: Enter Project Engineer organization number 

Submitted By: Enter the name of the person sending this form for a new group. This is also the only person who will receive 
correspondence when the group has been set up in CAPS. 
Date Report Completed: Enter date top portion of the form completed 

Date of Incident (if known): Enter date the damage occurred 

Initial Report/Revised Report – Indicate if this is the first report or if it is a revision. 

Revised report reason – Enter the reason the report is being resubmitted (i.e. providing police report, providing actual costs, etc.) 

State Route: Enter state route number where the incident occurred 

Mile Post: Enter mile post number where the incident occurred 

Damage Code (choose code from list): Select the entry that best describes what was damaged from the drop-down list available 

Responsible Party: Check the appropriate box to indicate if the third-party is known or unknown 

Bid Item No.: Enter the Third-Party Damages bid item number established in the Contract 

Group Number: Enter the new group number set up for this incident 

Complete Bottom Portion after Group Number Created 
This portion of the form only needs to be completed if the third-party is known. 
For unknown third-party damages, do not send the form to thirdpartydamage@wsdot.wa.gov 

Responsible Third-Party (if known) 

Name: Enter the name of the person responsible for the damage 

Address: Enter the address of the person responsible for the damage 

License Plate Number: Enter the license plate number of the vehicle that caused the damage 

Location of Incident: Provide any details available regarding the location of the incident beyond the state route and mile post. 
• Nearest exit number and distance to it 
• Any landmarks or adjacent businesses 
• Proximity to other major roadways, such as state routes or Interstates 

Description of Damage: Provide detailed description of the permanent work that was damaged, including lengths or specific items that 
need to be repaired or replaced. 

Contractor Payments (to include sales tax): 
• For actual costs – total the force account sheets paid to the Contractor and enter the total amount paid to repair the damage 
• For estimated costs – complete an estimate and enter the total amount estimated to complete the repairs to the damaged work 

Mark if the amount provided is “Actuals” or “Estimate” by checking the appropriate box 

Indirect Cost (Current WSDOT Rate): Use the link provided on the form to look up the current WSDOT rate and enter the percentage – 
the form will automatically calculate the indirect cost. 

Total Charges: The form will automatically calculate the total charges if the Contractor Payments and Indirect Cost percentage are 
entered 

Follow the distribution instructions at the bottom of the form. 

DOT Form 350-002 Revised 08/2025 
● Previous Versions Obsolete ●

mailto:thirdpartydamage%40wsdot.wa.gov?subject=
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