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Installation Instructions: 
I. Using Windows Explorer, create a folder where you plan to save the ESC Plans created with this tool. This 

can be a location on your computer (My Documents, your Desktop, etc.) or a location on your internal office 
network (ask an IT Administrator for help with the network if needed). 

II. Save the Template file, ESC_Plan_Template.xls, to this folder. The Template file should be marked as read-
only (To check: right click on the file in windows explorer, select Properties from the pop-up menu, and 
make sure Read-only has a check mark next to it, then hit OK) 

III. Navigate to the folder you just saved the Template to and copy the Template file (right-click on the file and 
choose Copy from the pop-up menu, or select the file and press Ctrl+C) 

IV. Right-click on an empty spot on your desktop and select Paste Shortcut from the pop-up menu.   
This will be the short-cut you use to open the ESC Plan Template. 
Since the tool is activated by simply opening the template file in Microsoft Excel, more advanced users may 
wish to pin the file to their Start Menu or Task Bar (Windows 7 only) 

Opening the Template: 
A. For new projects, double-click on the icon you created when you installed the template. 

It should be on your desktop and be similar the image to the right.  
(It may also have been pinned to the Start Menu or Task Bar under Microsoft Excel→ ESC_Plan_Template.xls) 

1. If a security warning pops up saying Macros have been disabled, be sure to click the button for Enable 
Content. If macros are 
not enabled, the program will 
not run correctly, but will open to a page warning that the macros are disabled.   

2. Enter at least a Project Name and ESC Plan Date if not the entire Project Information (see Start Page 
Section 2 on page 4) and press the green Save Plan As button.  

B. For existing projects, open the folder where you are storing your ESC Plans and double click on an existing 
plan.   

1. Be sure to enable macros if the security warning pops up (see A.1. above). 
2. If you are continuing to work on the same project, proceed where you left off. 
3. If you are using an existing plan as a guide, change the Project Name and/or 

ESC Plan Date and click the green Save Plan As button.  

Disclaimer & Limitations of Use 
• This ESC Plan - consisting of this narrative, typical sketches for each activity, and any required site-specific 

sketches (critical areas, wetlands, etc.) - must be used in conjunction with the most up-to-date version of the VDOT 
Road and Bridge Standards and/or Specifications to constitute a complete and compliant ESC Plan as allowed by 
VDOT's approved ESC and SWM program. 

• Typical Sketches generated by this program are NOT to be used as the final sketch for obtaining Water Quality 
Permits. 

• This ESC Plan cannot be used as an approved ESC Plan for any bridge renovation work, new construction or other 
activity that does not meet the definition of Routine Maintenance. 

• No work will be conducted within wetlands, live waterways or other aquatic resources without review & approval 
from the Residency Environmental Specialist; ALL WORK TO BE CONDUCTED IN THE DRY. 

• All Erosion & Sediment controls will be in place prior to commencement of work or installed as soon as an area to 
be disturbed is made accessible.  
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General Operation: 
• The Template runs using Microsoft Excel Macros, so make sure that they are enabled when you open the 

Template (See A.1. under Opening the Template, above).  If Macros are disabled, the Template will open to a 
warning page which shows how to enable them. 

• The Template is set up as a series of pages (tabs) with drop-down lists, yes/no questions and information 
boxes to be filled in.  The boxes are color coded to show required, recommended, and default entries.  For 
Example: 

 
Yellow Boxes:  These are required fields that are used to generate the narrative.   

ALL YELLOW FIELDS MUST BE FILLED OUT! 
Blue Boxes:   These are recommended fields that will help clarify items in the narrative,  

but can be left blank if they do not apply. 
Gray Boxes:  These are default fields that fill automatically based on your input,  

but can be changed as necessary. 
Input Hints: Most boxes have pop-up instructions to help you enter the right information.  These can be 

turned on and off by pressing the blue Show/Hide Input Hints button at the top of the screen.  
• There are three main types of pages: the Start page, Narrative page, and Sketch page(s).  Each type of page 

builds off of the information entered on the previous pages and therefore should be edited in that order (Start, 
Narrative, Sketch). 
Start Page: On the start page, you will enter basic information such as the project name, location, 

timeframe, etc. as well as answer questions about the size of the project and certain features 
that will determine whether an ESC Plan is required and whether this tool may be used to 
create it.  Once all of the required information (yellow boxes) is entered, press the Show 
Results button to determine how to proceed.   

Narrative Page: On the narrative page, you will describe the tasks to be performed as part of this project as 
well as answer questions about the site conditions and responsible parties.  These answers 
will determine the elements required for the ESC Plan, generate the ESC Narrative, and add 
the required typical sketches to the plan.  You will also select the ESC Measures to be used 
for each task at the bottom of the page before proceeding to edit the typical sketches.   

Sketch Pages: Based on your input on the Narrative Page, task-specific typical sketches will be added to the 
ESC Plan.  These will be used to demonstrate how the ESC Measures are typically installed 
during each type of maintenance task.  Please note that additional site-specific sketches will 
be required for all critical or sensitive areas. 

• Each page has a button bar across the top with buttons that perform various actions, such as showing/hiding 
entry instructions for each field; generating, printing, and saving the plan; resetting default entries, and 
resetting the form back to a blank template.  Some pages also have task-specific buttons that help navigate 
through the program and/or reset parts of the Template individually.  The buttons are described in more detail 
later in this guide.  
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Figure 1: Start Page Layout.  (Instructions are on pg. 4) 

 

 

Figure 2: Start Page Results. (Instructions are on pg. 4) 
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Start Page (see Figure 1 & Figure 2 on pg. 3): 

1. Button Bar:  Here you will find buttons to perform actions related to the Start page: 
a. Save Plan (As):  This button will be used to save the ESC Plan so that you can access it again later. 
b. Show/Hide Input Hints:  This button will turn the in-program instructions (beige pop-ups) on or off for the 

page that you are on.  
c. Show Results:  This button will show information about how to proceed based on the information provided 

on the Start page.  Do not press this button until all yellow (and gray) fields are filled out! 
d. Reset Start Page Defaults: This button will reset all gray fields on this screen to their original settings. 

WARNING: This cannot be undone!  
e. Clear Forms: This button will clear ALL entries made in the program, essentially starting over from the 

blank template.  WARNING: This cannot be undone! 
2. Project Information: Here you will enter basic information such as project name, location, 

coordinator, timeframe, ESC plan preparer, etc. 
a. Project Name: Try to use a standard naming convention, such as Rte. # & Type of Work, the CEDAR 

Project Name, Contract or UPC #, etc. 
b. Project Coordinator: This is the person responsible for the work being performed. It can be a member of 

the field crew or a person in the office. 
c. Project Location: This is the general location of the work to be performed such as Rte. 1, the Smith 

Property, etc.  Remember to check that the Location Type fills in correctly & change it if needed. 
d. Project Jurisdiction: This is the locality the work will be performed in, such as City of Richmond or 

Hanover County.  The VDOT Jurisdiction will be entered under Project Residency and Area 
Headquarters.  Note: The Residency should be selected from the drop-down menu and anytime the 
residency is changed, it will reset the AHQ. 

3. Project Questionnaire: The answers to these questions will determine if an ESC Plan is required 
and whether or not this Template may be used to generate it. 

a. Area Headquarters (AHQ): This will determine the answers to the next two questions about the projects 
location.  Please check that those answers appear correctly. 

b. Size of the disturbed area:  This box must be entered as a number in square feet in order to determine if 
an ESC Plan is required.  The red arrow indicates a tool-tip that can be shown by placing the cursor over 
the box regardless of whether Input Hints are turned on or off. 

c. Routine Maintenance: If a project does not meet the definition of routine maintenance, it is not exempt 
from VSMP coverage.  Borrow and Disposal sites are not included in routine maintenance and will require 
separate plans if they exceed the VSMP thresholds, which vary by location.   

Note: Any changes made in this section after pressing the Show Results button will hide the results, including 
the Narrative Page, requiring you to press the Show Results button again to continue. 

4. Questionnaire Results: This section provides information about how to proceed based on the 
entries in the Project Information and Project Questionnaire Sections.   

a. After pressing the Show Results button, the Questionnaire Results section will be highlighted. 
b. If it doesn’t already show on your screen in its entirety, be sure to scroll down so that you can see the 

entire section.   There could be as many as five boxes of information based on your entries. 
5. Narrative Page: If so instructed, press the Proceed to Narrative button or  

left-click on this tab to continue generating an ESC Plan.  
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Figure 3: Narrative Page, section 1 of 3. (Instructions are on pg. 6) 
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Narrative Page (see Figure 3 on pg. 5): 
6. Button Bar:  Here you will find buttons to perform actions related to the Narrative page: 

a. Generate/Print ESC Plan: This button creates a printable version of the narrative and when pressed again, 
prints the entire ESC Plan, including the sketches.  To return to editing mode, press the Show All Fields 
button. 

b. Show All Fields: This button returns to the data entry mode of the narrative page. 
c. Save Plan (As):  This button will be used to save your plan so that you can access it again later. 
d. Show/Hide Input Hints:  This button will turn the in-program instructions (beige pop-ups) on or off for the 

page that you are on.  
e. Reset Defaults: This button will reset all gray fields on this screen to their original settings.  A version of 

this button is also available to reset each task individually. WARNING: This cannot be undone! 
f. Clear Forms: This button will clear ALL entries made in the program, essentially starting over from the 

blank template.  WARNING: This cannot be undone!  
7. Project Information: This section carries over automatically from the Start Page. 
8. Maintenance Task List: This section is where the specific tasks to be performed during the project 

will be chosen and described. 
a. Type: Select the type of maintenance task from the drop-down list by clicking in 

the box, then on the grey arrow that shows up on the right.  Once selected, the 
sketch for that task will automatically show up as another tab at the bottom of 
the window. See the Glossary on page 13 for descriptions of each maintenance type.  
NOTE: These eight (8) types of tasks are the only types this tool can be used for. 
If other types of tasks are part of this project, they will require a separate plan, 
but this tool may be used to generate the plan for those tasks that are included.   

b. Location: Type the specific location where this task will be performed.  If a task 
is to be performed at multiple locations with the same ESC measures, you may list them all as one task, 
however if the measures will vary, please list them as separate tasks.   
Examples of locations include: route #’s, parcel names, driveways, etc.  

c. Begin Location/Access Point:  Type a descriptive location for the beginning of the task or its access point.   
This can be an intersection, mile marker, station number, or can be left blank.  

d. End Location: Same as Begin Location/Access Point. 
e. Side: Enter the side of the road or site where the task will be performed.  This can be selected from the drop-

down list or typed in all lowercase letters, but the input is limited to cardinal directions, left, right, or both. 
f. Location Type:  Check that the type of location for the task was generated correctly.  This will help word 

the narrative correctly.  The choices are roadway for linear tasks and site for non-linear tasks. 
g. Navigation Buttons: The green & blue buttons to the right of the Maintenance Task List can be used to 

jump directly to the ESC Measures Selection area for each task.  However, don’t forget to come back to fill 
out the Project Details (see directions on next page). 

NOTE: If Borrow or Disposal Sites are involved with this project, they will require separate VSMP Permit 
Coverage if they exceed the local thresholds for disturbed area. 

Narrative page instructions continued on next page… 

REMEMBER: 
ALL YELLOW BOXES MUST BE FILLED OUT 

IF YOU HAVE QUESTIONS ABOUT WHAT TO PUT IN THEM, TURN ON THE INPUT HINTS!  
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Figure 4: Narrative Page, section 2 of 3. (Instructions are on pg. 8) 
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Narrative Page (cont’d, see Figure 4 on pg. 7): 

9. Project Details: Similar to the Questionnaire section of the Start Page, this section is used to 
determine the requirements of the ESC Plan and word the narrative accordingly. 

a. Size of the Project & Disturbed Area: Enter the approx. size of the total project (incl. units) here.  The size 
of the disturbed area is entered on the Start page and carries over here automatically. 

b. Steep Slopes and Erodible Soils: Please answer these questions with “Yes” or “No.” These two questions 
determine if the project contains critical areas, which will require clarification in the Additional Project 
Information section as well as their own site-specific detailed sketch.  Press the Show Input Hints button 
for the definitions of these areas (or see the Glossary on page 13).  

c. Culturally and Environmentally Sensitive Areas: Please answer these questions with “Yes” or “No.”   
These areas also require clarification in the Additional Project Information (see 11 below) and may require 
further coordination with Environmental.  Press the Show Input Hints button for the definitions of these 
areas (or see the Glossary on page 13). 

d. In-stream work: Please answer this question with “Yes” or “No.”  In-stream work is also a critical area, 
which requires clarification in the Additional Project Information section (see 11 below) and its own sketch.  
It will also likely require further discussion with the District Hydraulics Section and/or Environmental. 

e. Responsible Parties: Enter the names and phone numbers for the RLD, Plan Reviewer, ESC Inspector & 
the person in Environmental that gave the project clearance to proceed.  RLD is always required, and the 
other three names may be required based on the answers of the earlier questions. 
Yellow Boxes are required, while Blue Boxes are recommended. 

10. Project Narrative: This section will be automatically filled out based on your input from the 
preceding sections. 

11. Additional Project Information: This section allows for free-form entry of additional details that 
affect the overall project or individual tasks.   This is also where any critical or sensitive areas must 
be explained in detail.   
HINT: Press Alt & Enter at the same time to create paragraphs within this box. 

 
Narrative page instructions continued on next page… 
 

 

REMEMBER: 
ALL YELLOW BOXES MUST BE FILLED OUT 

IF YOU HAVE QUESTIONS ABOUT WHAT TO PUT IN THEM, TURN ON THE INPUT HINTS! 
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Narrative Page (cont’d): 

 
Figure 5: Narrative Page, section 3 of 3. 

 
12. ESC Measures: This is where the ESC Measures to be used for each 

individual task should be selected. 
a. Default Measures: Based on the type of task selected, the most 

commonly used ESC Measures will be selected automatically.  All 
measures here may be changed, added, or deleted as necessary by clicking 
on the box to be changed and selecting a new measure from the drop-
down list (gray arrow at right of box) or by pressing delete. 0’s are just 
empty spaces  

b. References, Field Guide, & Min. Standards: The related page in the Road & Bridge Standards or 
Specifications, Maintenance ESC Field Guide and the Minimum Standards that the measure addresses will 
be selected automatically.  Note: If you have internet access, clicking on the blue headings (hyperlinks) will 
take you to webpages where you can find more information about those sections. 

c. Task Buttons: Buttons are provided to the right of each Maintenance Task in this section to allow the 
default measures for that task to be reselected as well as navigation buttons to go to the Sketch for each task 
or back to the top of the Narrative Page.   

 
 
Task Specific Sketches: Once you’ve selected the ESC Measures for each task, use the navigation 
buttons beside each task or left-click on each sketch tab (Task#-Task-type, e.g. T1-Ditching) and see 
instructions on next page. 
 

  

12 

12c 

12c 
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Sketch Page(s): 

 
Figure 6: Sketch Pages  

13. Button Bar: Here you will find buttons to perform actions related to the Sketch pages: 
a. Show All/Only Used Measures:  This button will show either All ESC Measures in the typical sketch or 

only those with labels listed in section 14.a. 
b. Generate Plan: This button takes you back to the Narrative Tab and sets the plan up for printing. 
c. Navigation Buttons: These two buttons take you back to the ESC Measure Selection for this task and to the 

next sketch in the plan respectively. 
d. Reset Form: This button will reset the entire Sketch and cannot be undone.   

14. Sketch Pages: A Sketch page will be created for each Maintenance Task described on the Narrative 
Page (see section 8 above) 

a. Selected Measures: Review the ESC measures listed and make sure the Drawing Label automatically 
selected matches your intended use of the measure.  All the ESC Measures selected on the Narrative page 
(section 12, above) for each Task are listed here along with the most common way the measure is used.  
Refer to the Sketch of the Typical ESC Plan for each task (14b) and its ESC Measures Legend (14c) and 
make any changes necessary to the Drawing Labels (14a) here.  See the instructions at the right side of each 
sketch for more detail.  Be careful not to use A – F unless you intend to use it as a label! 
HINT: To create a blank sketch, delete all labels and press the Show Only Used Measures button. 

b. Typical Sketch: Review the text boxes for Begin Work, End Work, and Location; and move, resize, or 
delete them as necessary.  The north arrow can also be adjusted as necessary (Excel 2007 & newer only). 
See the instructions at the right side of each sketch for more detail. 

c. ESC Measures Legend: These are the drawing labels which are referenced in the gray boxes of 14a.  Use 
these to make sure the correct labels are selected for each ESC Measure. 
 

14a 

14b 14c 

13 
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Figure 7: Narrative Page, prior to pressing Generate ESC Plan button.  

Generating the ESC Plan: 
15. Generate the ESC Plan: Once you have reviewed the sketches for each task, you are ready to 

generate and print the ESC Plan.   
a. From either the Narrative Page or a Sketch page, press the green Generate ESC Plan button. A printable 

version of the plan will be created (all of the input areas and unused rows on the Narrative page will be 
hidden, the color removed, and page breaks inserted) and the button will change to say Print ESC Plan.   

b. Save the ESC Plan by pressing the green Save Plan (As) button. 
c. Click on the green Print ESC Plan button to bring up the print dialogue and print your plan. 

 
Figure 8: Printable version of the ESC Plan Narrative. 



VDOT ESC Plan Template for Maintenance Activities 
Software Reference Guide 

Version 1.0 Nov. 2012 ~ 12 ~ 

Glossary: 

Start Page Definitions: 
Project Name: Name for this project that will be used in creating the default file name.  Please use a consistent 
format such as the CEDAR name, Route#_Description, etc. so that it is easy to find projects again. 
Project Coordinator: This is the person responsible for the project.  It can either be a member of the field crew 
or a supervisor in the office. 
Project Start/End Date: This is the date (or at least season) that the project is expected to start & end. 
Project Location: This is the general location of the work to be performed such as Rte. 1, the Smith Property, etc. 
Project Jurisdiction: This is the locality the work will be performed in, such as City of Richmond or Hanover 
County. 
Project Residency: This is the Residency where the project is located.  It will be used to populate the list of Area 
Headquarters (AHQ).  Note: the selected AHQ will reset whenever the Residency is changed. 
ESC Plan Date: This is the date that you started to fill out the ESC Plan. 
ESC Plan By: This is the person filling out the ESC Plan. 
ESC Plan Checked By: This is the person responsible for a peer review of the ESC Plan. 
 
Tidewater Virginia: These are the areas VDOT has determined to be subject to the stricter limits of the 
Chesapeake Bay Preservation Act.  Note: this is predefined and fills out automatically based on the AHQ selected. 
Chesapeake Bay Watershed: This is the area that drains to the Chesapeake Bay and will be subject to the 
Chesapeake Bay TMDL. Note: some AHQ’s contain areas both within and outside of the watershed.  If that is the 
case for the selected AHQ, please determine whether or not your project is in the watershed. 
Disturbed Area: This is the area that will be cleared of vegetation, graded, or otherwise impacted during this 
project.  It must be entered in Square Feet (SF). 
Routine Maintenance: Land Disturbing Activities that meet the Routine Maintenance definition of section 
§10.1-603.8.B.8 of the Code of Virginia are exempt from VSMP Coverage.  Both the legal definition and a 
plainly worded definition can be found on the Start Page.  
Open Cuts or Trenching:  Areas where utilities will be installed (such as stormwater pipes) are subject to MS-
16, which lists specific requirements when open cuts and/or trenching is part of a project. 
SWPPP: StormWater Pollution Prevention Plan – A separate document that is required when an ESC Plan is 
required.  Information from this ESC Plan will be needed in order to create the SWPPP. 
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Narrative Page Definitions: 
Ditching: Removing accumulated sediment to return a ditch back to its original construction or design. 
Pipe Replacement (Dry): Replacing a pipe in a non-flowing conveyance channel such as a roadside ditch. 
Pipe Replacement (Wet): Replacing a pipe in a stream, lake, etc. that contains water (i.e. in-stream work, see below). 
Slope Repair (Cut): Repairing an eroded embankment that slopes towards the roadway. 
Slope Repair (Fill): Repairing an eroded embankment that slopes away from the roadway. 
Bank Repair: Repairing an eroded embankment that slopes towards a water body. 
Borrow Site1: An area that will be used to obtain fill for a maintenance project. 
Disposal Site1: An area that will be used to stockpile or dispose of material removed during the maintenance project.  
1: Borrow & Disposal Sites are not included in the Routine Maintenance Exemption & will require VSMP Permit 
Coverage when they exceed 1 acre (or 2,500 SF in Tidewater Virginia) 

Critical Areas: Certain criteria, such as long or steep slopes/grades, highly erodible soil, and in-stream work 
complicate the installation of ESC Measures.  These areas will require additional detail to be provided in the Additional 
Project Information section of the Narrative page, and a site-specific detailed sketch created outside of the ESC Plan 
Template.  These sketches can be hand-drawn or computer generated.  The plan will also require review by a Certified 
Plan Reviewer anytime it contains a Critical Area. 

Steep or Long Slopes & Grades: For linear projects such as roads, see the table at right.  
For non-linear projects (sites), any slope greater than 3:1 (33% grade). This is considered a 
Critical Area.   
Highly Erodible Soils: Soils with a k-factor greater than or equal to 0.25 are considered 
highly erodible.  In general, these are soils that contain a lot of silt.  This is considered a 
Critical Area.   
Culturally Sensitive Areas: These are areas that have historic resources on them and will require additional detail to 
be provided in the Additional Project Information section of the narrative page.  They may also require additional 
coordination with Environmental. 
Environmentally Sensitive Areas: These are areas with Jurisdictional Waters (Streams, Wetlands), Threatened or 
Endangered (T&E) Species, Trout Streams, Impaired Waters, and/or Total Maximum Daily Loads (TMDLs) within the 
project area or to which the disturbed areas drain to.   
In-Stream Work: This is work to be done in a flowing stream.  This is considered a Critical Area. 
Responsible Land Disturber (RLD): The RLD is a person who has obtained a Certificate of Competence from the 
Virginia Department of Conservation & Recreation (DCR) and will ultimately be responsible for carrying out the 
project including the installation of all necessary Erosion & Sediment Controls. 
Certified Plan Reviewer: When the project includes critical areas, it must be reviewed by someone with DCR’s 
Certified Plan Reviewer or Combined Administrator certifications, or who is a licensed Professional Engineer (P.E.) in 
the Commonwealth of Virginia. 
ESC Inspector:  This is the name of the person, company, agency, or department that will be responsible for 
periodically examining the erosion and sediment control activities and premises of the maintenance project for 
consistency with the Erosion and Sediment Control Law and Regulations 

Variance: A variance is required anytime an ESC Measure is not specifically approved by DCR as part of VDOT’s 
ESC Program 
R&B Std.’s: The most recent edition of the Road & Bridge Standards, currently 2008 (Location & Design). 
Spec. Book: The most recent edition of the Road & Bridge Specifications, currently 2007 (Scheduling & Contract). 
VDOT Field Guide: The most recent edition of the Erosion and Sediment Control Field Guide for Maintenance 
Activities, currently First Edition (Location & Design). 
M.S. Addressed: How the selected ESC Measure applies to meet the 19 Minimum Standards (M.S.) required by the 
ESC Regulations. (4VAC50-30-40) 
  

Grade Slope 
Length 

0 – 5% 1000 LF 
5 – 7%    500 LF 
 > 7%   100 LF 
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Appendix 1: Default Typical Sketches 

 
 
 

 

Figure 9: User Instructions from the ESC Plan Template Sketch Pages
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