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TRANSFER OF JURISDICTION MANUAL 

TRANSFER OF JURISDICTION HISTORY 

When a primary roadway is relocated or is no longer needed in the Primary Highway System, the 
Department can opt to transfer the right of way jurisdiction and maintenance responsibilities to a local 
public agency (city or county). Prior to July 1980, Highway Commission action transferred jurisdiction 
of former primary roadways to local public agencies. These local agencies had no voice in such action 
and title remained in the State. Iowa Code Sec. 306.42, enacted in 1980, provides that jurisdictional 
transfers be made by agreement of both parties. Title is then transferred by Quitclaim Deed in the form 
prescribed by said Code Section. As of April 1, 1981, legislation was passed providing that no transfer of 
jurisdiction could be finalized without complete agreement of terms by both parties. 

In some instances, the State may require a local roadway to become part of the Primary Highway System. 
In these cases, title is conveyed from the local agency to the State via Quitclaim Deed. Our office can 
prepare these Quit Claim Deeds upon request provided the Local Public Agency produces ownership 
documentation. 

"REGULAR" TRANSFERS OF JURISDICTION 

For roadways jurisdictionally transferred beginning July 1, 1980, agreements are prepared, processed and 
tracked by the Office of Local Systems within the Department. A copy of the completed agreement is 
provided to the Office of Right of Way. These transfers are "in the system" and are "regular" transfers. 
Fiscal & Title agents process the Quitclaim Deeds for these transfers upon assignment from Transfer of 
Jurisdiction (TJ) Coordinator. 

PROCEDURE FOR COMPLETING "REGULAR" TRANSFER OF JURISDICTION 

Review Transfer of Jurisdiction (TJ) Agreement TJ Agreement:  
• Determine the location and limits of the roadway to be transferred
• Check online TJ map to ensure no overlap with other transfers

Request information from other offices: Email samples 
• Property Management to check for any leases, excess land, pending sales, abandonments

or transfers within the TJ limits
• District Surveyor to obtain original conveyance documents (if available), plans or other

pertinent documents associated with the TJ. Also request information regarding starting
and ending points, if there is land to be retained

• Access Management regarding any concerns with access rights

Research: 
• Pull original plats for parcels within the TJ area from Plat Books Plat check-out sheet
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• Pull strip maps for projects within the TJ area from Central Files 
• Match plats to strip maps and original conveyance documents (received from District 

Surveyor) 
• Check DOT Electronic Records Management System (ERMS) for any additional right of 

way documents within the TJ area (patents, abandonments, condemnations, etc.) 
 
NOTE: If there are any gaps in the TJ area, a search of the right of way microfilm records 
may be necessary. Confer with the TJ Coordinator if this step is needed.  

   
Prepare Draft Quitclaim 
 
Using the information obtained through the agreement review and research, the Agent may begin typing 
the conveyance document, which contains the following segments:  (Also see Example below) 
 

1. Heading:  This contains required instructional information for the County Recorder and Auditor 
under the Iowa Department of Transportation logo.  The Heading must be no less than three (3) 
inches from the top of the page to be acceptable for recording. 

2. Title:  Title of the conveyance and grantee  
3. Grantor:  The agency transferring the property, including the name of the signatory.   
4. Granting Clause:  The statement of the interest in land to be conveyed. It also includes the Grantee.  

This is normally the local agency (City or County), but it may be State of Iowa depending on the 
type of transfer of jurisdiction.  

5. Legal Description:  Generally, this is the same description that is used in the Transfer of 
Jurisdiction Agreement. The Agent should add location identifiers such as Section-Township-
Range. The District Surveyor may also have more specific locations or Station callouts to add to 
the description. 

6. Access Clauses:  Add if needed per recommendation from Access Management Office. 
7. Conveyance Document Listing:  A listing of each conveyance document included in the transfer, 

including Grantor, location, type of instrument, date filed and recording information. It is important 
to list any exceptions here as well. 

8. Compliance clause (never changes). 
9. Subject to other rights (never changes). 
10. Exemption:  This is a statement of the Declaration of Value and Transfer Tax Exemption.   
11. Title VI clause (never changes). 
12. Reversion clause (never changes). 
13. 306.23 clause (never changes). 
14. Date of Instrument:  The date the grantor signs the conveyance. 
15. Signature Block:  This must include the typed or printed name of the signor, their title and must 

be signed in blue or black ink. 
16. Acknowledgment:  This is to be completed by the person notarizing the grantor's signature. It must 

include the Commission Order number and date, the State and County where the conveyance was 
signed and the date on which the grantor signed. The Notary Public then signs the document and 
affixes their seal.   

17. Attorney General Approval as to form. 
18. Footer:  This is located at the bottom of each page of the conveyance instrument (except any plats 

to be attached).  It contains important reference to the county, TJ project number, agreement number 
and page number.  
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Draft Quitclaim Review 
 
Email District Surveyor the draft Quitclaim for review and approval. If any changes need to be 
made, make those changes. 
 
Final Approval  
 
Once changes have been made, if any, on the Quitclaim Deed, it has been completed. The 
original Quitclaim Deed needs to be sent to the Attorney General's (AG) office via interoffice 
mail for approval signature. Transmittal form The AG's office will forward the signed Quitclaim 
Deed to the DOT's director for signature. After all signatures, the Quitclaim Deed will be sent 
back to Fiscal and Title. 
 
Recording Quitclaim Deed 
 
Once the approved and signed Quitclaim Deed has been returned to Fiscal and Title, the Agent 
will then record the Quitclaim Deed with the County Recorder of the county in which the 
Transfer of Jurisdiction is located using the Iowa Land Records E-Submission Service. 
 
Notifications 
 
If necessary, email, recorded Quitclaim Deed, and agreement  to party requesting Transfer of 
Jurisdiction be completed (i.e. Local Public Agency, District Surveyor, etc). 
 
Labeling Sample Labels 
 
All the plats and conveyance documents that are included in the route that a part of the Transfer 
of Jurisdiction need to be labeled. The labels include if it is partially or completely transferred, 
date the Quitclaim Deed was recorded and Book/Page or Document Number of the recorded 
Quitclaim Deed. If we are only transferring part of what is on the plat, color or crosshatch the 
portion that we are transferring in the Transfer of Jurisdiction. 
 
The original Strip Map also needs labeled and route needs to be colored, by using appropriate 
partial or complete transfer labels. 
 
Distribution 
 
Email Transfer of Jurisdiction Letter, recorded Quitclaim Deed and agreement to the following 
TJ Email: 

• Local Public Agency 
• District Engineer 
• Local Systems Engineer 
• Maintenance Manager 
• District Land Surveyor 
• Production Coordinator, Advertising Management 
• Agreements Specialist, Office of Local Systems 
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• Fiscal & Title Production Coordinator 
• Fiscal & Title Supervisor 

 
The following information also needs to be sent via regular mail to the following: 
 
 Local Public Agency 

• Original recorded Transfer of Jurisdiction Quitclaim Deed with Transfer of 
Jurisdiction Letter 

• Original labeled plats and conveyance documents for total transfers 
• Copies of labeled plats and conveyance documents for partial transfers 
• Copy of labeled strip map 
• Copy of agreement 

 
District Land Surveyor 

• Copy of Transfer of Jurisdiction letter 
• Copy of recorded Transfer of Jurisdiction Quitclaim Deed 
• Copy of all labeled plats (partial and total transfers) 
• Original labeled conveyance documents for partial transfers 
• Copy of agreement 

 
Central Fileroom in Office of Right of Way 

• Copy of recorded Transfer of Jurisdiction Quitclaim Deed with copies of all 
labeled plats and agreement 

• Original labeled plats for partial transfers returned to Plat books 
• Original labeled strip map returned to strip map drawer 

 
"SPECIAL" TRANSFERS OF JURISDICTION 

 
For roadways jurisdictionally transferred prior to July 1, 1980, it is necessary to obtain a written request 
from the County or City (official letterhead) and concurrence by the District. If evidence of prior 
commission action can be located, Order H-84-45 is used for authority to complete the deed and can be 
processed by Fiscal & Title. These transfers are "special" transfers. 

 
Procedure for completing "special" transfer of jurisdiction is the same as a Regular 
Transfer of Jurisdiction. However, a commission order is used in lieu of an 
agreement. 

 
OTHER TRANSFERS OF JURISDICTION 
 
If no evidence is located or if a parcel of current roadway is requested for local road purposes, Property 
Management agents will process the quitclaim deeds. Internal recommendations from Road Design, 
Systems Planning, Traffic & Safety, and Location/Environment are needed.   
 
PROCEDURE FOR COMPLETING TRANSFER OF JURISDICTION IN PROPERTY 
MANAGEMENT 
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• Property Management receives a request from the District to quitclaim a property to 
a county or city for road purposes.  There should be an agreement or a (letter or 
email) from the county or city accepting the responsibility of the transferred 
property. County Agreement 

• Find copies of the conveyance documents. 
• Create a file folder with a green label for a quitclaim deed or a red label for a 

Transfer of Jurisdiction. Labels 
• Acquire internal recommendations.  
• Request a plat and legal description. 
• Review plat and legal description, determine if the parcel is in the excess land book. 

If excess, complete an income deposit. Income Deposit  If not excess, complete a 
utility income voucher. Utility Income Voucher Once the excess has been removed 
from the excess land inventory (L4), you can create your document.  

• Docs are located in the resource center; shell documents/quitclaim & TJ Docs. Quit 
Claim Deed Shells Create required Document and include the plat. Modify language 
in Intergovernmental Agreement as needed.   

• If the document is a QCD then, create an AG memo and send to General Counsel to 
be signed by the AG.  It will be forwarded to the Director of the DOT for signature 
as per the memo. AG Transmittal 

• If the document is an intergovernmental Agreement & Transfer of Jurisdiction, then 
the Office Director of Right of Way and the director of the other agency sign the 
document. Intergovernmental Agreement 

• After the document is signed and notarized then it can be recorded electronically.  
• After recorded, the information is logged into the QCD/Transfer ledger at the front 

desk.   
• The original document is sent to the receiving party along with a copy of the 

acquisition deed. A copy is made for the file and a copy goes to the file room for 
scanning into ERMS.  

• The document is scanned and sent to the District Engineer, Assistant District 
Engineer, Maintenance Manager, and Surveyor via email informing them of the 
completion of this document.    

 
 
 WETLAND MITIGATION TRANSFER BY QUITCLAIM DEED 
 

General Counsel for the Iowa DOT has determined that in some cases, the 
protection of certain environmental properties constitute “highway purposes” (see 
Iowa Code Section 314.23 and Iowa Code Section 314.24).  These properties may 
be conveyed directly to other governmental agencies without conflicting with Iowa 
Code Section 306.23 (pertaining to the disposal of property) as long as the property 
continues to serve the intended public purpose.  Property acquired for the mitigation 
of wetlands that are damaged or destroyed by a highway project may be transferred 
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to another governmental entity, such as a county, provided the land continues to be 
used for wetland mitigation purposes.  An Iowa Code 28E agreement and a letter 
from the Office of Location and Environment (OLE) are required prior to initiating 
the Quitclaim Deed.  As the wetland mitigation is a highway purpose, the transfer 
is similar to the transfer of a roadway that is proposed to become a local road. 

 
Iowa Code contains authorization held by the Iowa DOT to transfer adjacent right 
of way located within the jurisdiction of the county for use and benefit of the county 
conservation board, whether held by easement or fee simple, as long as the land is 
suitable for purposes specified in Iowa Code Section 350.4(2) and is adjacent to 
roads over which the county maintains jurisdiction. 
 

Conveyance of Mitigation Sites 
 

• Property Management receives a Mitigation Conveyance Request letter from 
the Director of the Office of Location and Environment. This should include 
an agreement with a copy of the deed. Mitigation Conveyance Request 

• Find copies of the conveyance documents –deed(s) 
• If the mitigation site is going to a county or to a county for the use and benefit 

of the conservation board, you will be completing a Quitclaim Deed.  If it will 
be transferred to another State Agency (IDNR for example), you will be 
completing an Interagency Transfer of Jurisdiction which will need some 
language modification.   

• Create a file folder with a red label for a transfer and a green label for a 
quitclaim deed. Labels 

• Generally, mitigation sites are transferred as we acquired them and the 
acquisition plat can be used. Sometimes a portion needs to be excluded and a 
plat and legal description are required.  

• Once you have a plat and legal description, determine if the parcel is in the 
excess land book. If it is excess, complete an income deposit. Income Deposit 
If not excess, complete a utility income voucher.  Utility Income Voucher 

• Once the excess has been removed from the excess land inventory (L4), you 
can create your document.  

• Docs are located in the resource center; shell documents/quitclaim & TJ Docs. 
Be sure to use documents that includes language for the mitigation issue Quit 
Claim Deed Shells.  Modify Intergovernmental Agreement document as 
needed. Intergovernmental Agreement 

• Create required Document and include the plat. 
• If Doc is a QCD then, create an Attorney General (AG) memo and send to 

General Counsel to be signed by the AG.  Then it is forwarded to the Director 
of the DOT for signing as per the memo.   

• If Doc is an interagency transfer of jurisdiction, the Office Director of Right 
of Way signs the document and the director of the other agency sign the 
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document.   If there are questions about the document, please refer to the 
Property Management supervisor.  

• After all signatures are completed, the document is then recorded 
electronically. 

• Once recorded, the information is logged into the QCD/Transfer ledger at the 
front desk.   

• The original document is sent to the receiving party along with copies of the 
acquisition deeds. A copy is made for the file and a copy goes to the file room 
for scanning into ERMS.  

• The document is scanned and sent to the DE, ADE, Maintenance Mgr., 
Surveyor, and OLE via email informing them of the completion of this 
document.   

 
 
 INTERGOVERNMENTAL TRANSFER OF JURISDICTION AND CONTROL 
 

The instrument to transfer jurisdiction of land to another state agency is an 
intergovernmental transfer of jurisdiction and control.  This is not a transfer of title, 
since the title remains in the name of the state.  This method of disposal cannot be 
used to dispose of land to counties, cities, towns, drainage districts, or similar local 
governmental authorities. All agreements specify the duration of the transfer.  If 
permanent, specify that it is permanent.  If not, specify the duration for which it is 
effective. The agreement indicates the monetary consideration, if any, and terms or 
conditions under which money or other consideration is to be paid. Indicate the 
purpose for which the lands are being transferred and state who or what authority 
is to maintain the facility.  The agreement is to be filed for record with the county 
recorder. 
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APPENDIX 
 TJ Checklist (A-1) 
 
EXAMPLES/SAMPLES/TEMPLATES 
 TJ Agreement (B-1) 
 Email samples (B-2) 
 Plat checkout sheet (B-3) 
 Transmittal form (B-4) 
 Sample Labels (B-5) 
 TJ Email (B-6) 
 County Agreement (B-7) 
 Labels (B-8) 
 Income Deposit (B-9) 
 Utility Income Voucher (B-10) 
 Quit Claim Deed Shells (B-11) 
 Intergovernmental Agreement (B-12) 
 Mitigation Conveyance Request (B-13) 
 Labeled plats (B-14) 
 Labeled conveyance (B-15) 
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Checklist (A-1) 
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TJ Agreement (B-1) 
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TJ Agreement (B-1) 
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TJ Agreement (B-1) 
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TJ Agreement (B-1) 
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TJ Agreement (B-1) 
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TJ Agreement (B-1) 
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TJ Agreement (B-1) 
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TJ Agreement (B-1) 
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TJ Agreement (B-1) 
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E-mail Sample (B-2) 
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E-Mail Sample (B-2) 
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Plat Check Out Sheet (B-3) 
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Transmittal Form (B-4) 
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Sample Labels (B-5) 
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TJ Email (B-6) 
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County Agreement (B-7) 
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County Agreement (B-7) 
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County Agreement (B-7) 
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County Agreement (B-7) 
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County Agreement (B-7) 
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County Agreement (B-7) 
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Labels (B-8) 
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Income Deposit (B-9) 

 



36 

Utility Income Voucher (B-10) 
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Utility Income Voucher (B-10) 
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Quit Claim Shells (B-11) 
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Quit Claim Shells (B-11) 
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Quit Claim Shells (B-11) 
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Quit Claim Shells (B-11) 
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Quit Claim Shells (B-11) 
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Quit Claim Shell (B-11) 
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Intergovernmental Agreement (B-12) 
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Intergovernmental Agreement (B-12) 
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Intergovernmental Agreement (B-12) 
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Intergovernmental Agreement (B-12) 
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Mitigation Conveyance Request (B-13) 
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Mitigation Conveyance Request (B-13) 
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Mitigation Conveyance Request (B-13) 
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Mitigation Conveyance Request (B-13) 
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Mitigation Conveyance Request (B-13) 
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Mitigation Conveyance Request (B-13) 
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Mitigation Conveyance Request (B-13) 
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Mitigation Conveyance Request (B-13) 
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Labeled Plat (B-14) 
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Labeled Plat (B-14) 
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Labeled Plat (B-14) 
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Labeled Plat (B-14) 
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Labeled Conveyance (B-15) 

 




