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Section 1: Introduction  
This process details the streetlight installation process for both County-owned and Dominion-owned 
streetlights in Arlington County.  
 
In Spring of 2019, Arlington County’s Transportation Engineering and Operations Bureau produced the 
Streetlight Management Plan (SMP). This document set the policy standards for coming years on how 
streetlights in Arlington County are to be managed and maintained.   
 
1.1 - Streetlight Management Plan (SMP) 
The SMP has significant impacts to the current state of streetlighting design, installation, and 
maintenance going forward. The following bullet the biggest changes: 

• Implementing the ‘Districting Concept’ to reduce operational and maintenance challenges. This 
divides the County into districts where eventually, all lights in either a County specified, or 
Dominion specified district will all be County-owned or Dominion-owned, respectfully. 

• Arlington County’s street lighting standards and AASHTO street lighting guidelines shall be used 
for all projects.  

• Post-top (Carlyles) shall be used for mixed-use areas and cobra light poles shall be used for 
residential areas, regardless of ownership.  

• All post-top poles shall be black. 
• A Color Correlated Temperature (CCT) of 4,000 Kelvin shall be used for mixed-use corridors and 

a CCT of 3,000 Kelvin shall be used for residential areas.  
 
The SMP can be found online on Arlington County’s Streetlight webpage at: 
https://arlingtonva.s3.amazonaws.com/wp-content/uploads/sites/31/2020/02/SMP-FINAL-REPORT-
2020.pdf  
 
 
1.2 Current Ownership Scope 
Interestingly, Dominion Energy owns and 
maintains more streetlights in Arlington County 
than the County and VDOT combined. This 
presents several challenges for the County and 
its residents when there are streetlight outages 
and slow repair times. Furthermore, the 
majority of residents have difficulty identifying 
County-owned streetlights versus Dominion-
owned and have inaccurate perceptions of 
streetlight ownership.   

Figure 1 shows the current percentage and raw 
numbers for streetlight ownership. 

1.3 Ownership Issues 
Unfortunately, there are several cases of ownership issues throughout the County where Dominion 
maps do not align with County maps regarding who owns a particular streetlight or block of streetlights. 
Even field verification can be difficult to determine ownership. Many times, old Dominion cobra poles 

Figure 1: Streetlight Ownership 

https://arlingtonva.s3.amazonaws.com/wp-content/uploads/sites/31/2020/02/SMP-FINAL-REPORT-2020.pdf
https://arlingtonva.s3.amazonaws.com/wp-content/uploads/sites/31/2020/02/SMP-FINAL-REPORT-2020.pdf
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that are removed from the field, may be installed in a different location but under County ownership, 
yet still maintain the Dominion label on them. 
 
When there is confusion about ownership, and a field visit has been conducted, it is best to ask 
Dominion Energy. Typically, Dominion releases the ownership of single cobras in commercial areas to 
the County. This is generally because the conduit and wiring below ground is faulty and largely not 
standardized, thus making it challenging to determine ownership. 
  
Section 2: Evaluation 
It is necessary to gather pertinent information before taking further steps for installation.  
 
2.1 - Ownership 
Before streetlight installation, determine who the ultimate owner of the light(s) will be. This will largely 
be based off where the new installation is geographically. Consult the streetlight districting map (Figure 
4). Or visit Arlington County’s Streetlight page online at https://arlingtonva.s3.amazonaws.com/wp-
content/uploads/sites/19/2019/06/SMP-Map-Final_ON-WEBSITE_24x24.pdf.  

• If the new installation falls within a Dominion district, then a work request for outdoor 
lighting must be submitted to Dominion Energy via their eBuilder Application. This is more 
thoroughly discussed in Section 4. 

• If the new installation falls within a County district, then ultimately the County will own and 
maintain these lights. The installation process is different and does not involve Dominion 
Energy. See Section 3 for more details.  

Figure 2: County vs. Dominion Ownership Spread 

https://arlingtonva.s3.amazonaws.com/wp-content/uploads/sites/19/2019/06/SMP-Map-Final_ON-WEBSITE_24x24.pdf
https://arlingtonva.s3.amazonaws.com/wp-content/uploads/sites/19/2019/06/SMP-Map-Final_ON-WEBSITE_24x24.pdf
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2.2 – County vs. Dominion Lights 
The following show pictures of County-owned and Dominion-owned streetlights. There are attributes in 
the field that can help distinguish between the two.  
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County cobra poles 
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Below shows a chart of the luminaire types used by both Arlington County and Dominion Energy.  
 

 
2.3 – Equipment Type 
Determine the type of streetlight that must be installed based on Arlington County Standards, regardless 
of ultimate ownership. Refer to the SMP to review the standards. Generally, the following standards 
should be applied: 

• Post-top light poles (Carlyles) shall be used for mixed-use areas and cobra light poles for 
residential areas, regardless of ownership.  

• All post-top poles should be black.  
• All cobra and teardrop streetlights shall have less than 5% of uplight and post-top streetlights 

shall be equipped with dome shields to reduce uplight.  

Figure 3: County and Dominion Luminaires 
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• A CCT of 4,000 Kelvin shall be used in mixed-use corridors and a CCT of 3,000 Kelvin shall be 
used in residential areas. 
 

Section 3: County Ownership Installations  
3.1 - Data Collection (GIS and Field) 
Verify existing streetlight infrastructure in the field. This will guide what type of new lights can be 
installed in order to stay consistent from block to block (i.e. if there cobras on a block, then install 
additional cobras etc.).  
• First, check AC Maps: 

https://gis.arlingtonva.us/Html5Viewer/Index.html?viewer=ACMaps.HTML5# to view existing 
adjacent lights. Check for pole type, height, color, luminaire type, wattage, and CCT (if known). 

• Secondly, review the SMP for further guidance when installing streetlights in County-owned 
districts. For Carlyles, they must be similar in style and globe type, again for consistency. 

• Verify an existing electrical power source (streetlight meter) on both AC Maps and in the field.  
i. If there is a meter nearby 

already servicing 
streetlights, then 
depending upon the 
number of streetlights it 
already services (existing 
load), it may be possible 
to connect new 
installations. If not, then 
a new meter must be 
installed. 

ii. For new meters, TE&O 
generally has a 
contractor install it. 

iii. TE&O pays Dominion 
Energy (DE) for the 
electricity only after a 
meter is installed, 
however the meter 
becomes County 
property.  

iv. *Note: Streetlights may 
not be connected to any 
meter that does not 
service streetlights due to 
the VEGPA agreement 
between local 
governments and 
Dominion Energy. 
Electricity for streetlights are charged on specific rate schedules that are separate from signal 
lights.    

Figure 4: District Map 

https://gis.arlingtonva.us/Html5Viewer/Index.html?viewer=ACMaps.HTML5
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3.2 Equipment Selection: County Standards 
• It is important to follow Arlington County standards when selecting streetlights to install. Figure 

3 shows the types of fixtures that the County installs. 
• For more detailed County standards, visit the Streetlights’ webpage for the adopted 

Specifications at: https://transportation.arlingtonva.us/streets/street-lights/lighting-standards-
specifications-updates/  

The following lists some of the considerations when selecting streetlight equipment: 

• Type of light (Carlyle, Cobra, Teardrop) 
o Single or double? 

• Number of lights 
• Height 
• Pole color 
• Color Correlated Temperature (CTT) for LED lights 
• Nodes 
• Installation locations  

*Note: If at any point there is confusion about type of light to be installed and the specifications, please 
consult the Streetlight Engineering Program Coordinator. 

3.3 Equipment Purchasing  
After selecting the appropriate streetlight equipment, it is time to get prices from vendors. Typically, 
Arlington County has contracts with vendors to supply poles, luminaires and fixtures. Unfortunately, it is 
not as easy as simply ordering one streetlight – streetlights have several parts and different vendors sell 
different parts. The following lists some of the more common vendors in which the County buys 
streetlighting supplies from: 

• Traffic Systems & Technology (TS&T) 
• Grainger 
• Synexxus  
• ATS-Sales 

Once prices are acquired either from a quote from the vendor or via a preestablished contract, skip to 
Section 5 for how to fill out a Purchase Requisition Request.  

 
Section 4: Dominion Energy (DE) Ownership Installations 
The process to request the installation of streetlights or streetlight meters is very different from the 
County’s streetlight installation process.   

4.1 - Data Collection (GIS and Field) 
a. If ArcGIS is available to you on your computer, you can find the most recent Dominion 

Streetlight GIS layer by following this path: L:\Dept\TEO\07_Streetlights\GIS & 
Database\Dominion GIS. Otherwise, use AC Maps as discussed earlier under County 
Ownership Streetlight Installations. 

*Note: Dominion Energy releases the GIS layer in the form of a shapefile for the previous year only. The 
current year is never available. 

https://transportation.arlingtonva.us/streets/street-lights/lighting-standards-specifications-updates/
https://transportation.arlingtonva.us/streets/street-lights/lighting-standards-specifications-updates/
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4.2 - Credentials 

1. To submit installation requests for either streetlights or meters, visit Dominion Energy’s eBuilder 
site at: https://ebuilder.dominionenergy.com/. The login credentials for Arlington County are 
listed below. 

Username: arlington11 
Password: Arlington1 

 
4.3 - Dominion Energy (DE)’s eBuilder – Steps 

1. Once logged on, you can view all installation requests in the middle of the screen. The work 
request (WR) number is listed on the left-hand side of the table. This allows you to access 
specific details about that WR.  

2. To create a new Work Request, navigate to the panel on the left-hand side and select Create 
Work Request.  

Step 1: The following screen will appear and prompt you to select a Service Type, Account Class and 
Type of Work. The bullets below review the possible selections for each field and their associated 
meaning.  
 

https://ebuilder.dominionenergy.com/
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Pick a Service Type: 
• Existing Service – Overhead (e.g. changes made to existing overhead infrastructure) 
• Existing Service – Underground (e.g. changes made to existing underground infrastructure) 
• New Service Install (e.g. used for the installation of a new meter, not to be confused with new 

streetlight installations*) 
• Outdoor Lighting – Non-metered (e.g. used for streetlight installations in a Dominion district. DE 

will tie in new lights to existing infrastructure or their underground network). 
• Relocation – Not Service Related (e.g. relocating an existing light, rarely used) 

 
Pick an Account Class  
*Note: the account class refers to the type of work that is being performed, which may be different from 
the business role of the customer. 

• Commercial 
o Install Dominion Lights 
o Relocate Dominion Lights 
o Remove/Upgrade Dominion Lights 

• Government 
o Install Dominion Lights 
o Relocate Dominion Lights 
o Remove/Upgrade Dominion Lights 
o Traffic Control/Signal 

• Industrial 
o Install Dominion Lights 
o Relocate Dominion Lights 
o Remove/Upgrade Dominion Lights 

• Residential 
o Install Dominion Lights 
o Relocate Dominion Lights 
o Remove/Upgrade Dominion Lights 
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*Note: If the fields selected in Step 1 are incorrect based on the requested installation, then a Dominion 
employee will cancel the Work Request and resubmit with the appropriate service type. All Work 
Requests are assigned a “type of service” which gets routed to the appropriate Dominion team.  

Step 2: Specify Work Location - Fill in the following information. 
Street Number 
Street Name 
City 
Zip 
 
Step 3: Enter Electrical Service Characteristics – Fill in the following information to the best of your 
ability. If you don’t know the answer or have the information, leave blank. This is preliminary and solely 
to help the designer get an idea of the project scope.  
Phasing 
Service Voltage 
Service Amps 
Size of Building (in square feet) 
Connected Demand (in kW) 
 
OR (depending on what was selected in service type and account class) 

Step 3: Electrical Service Characteristics  
Number of Lights to be Installed 
Number of Lights to be Removed  
 
Step 4: Enter Contact Information – Fill out the required fields for the primary contact information, 
usually the project manager for the request. The following lists the required fields: 
Primary Contact Name 
Email 
Role – Choose from the following options – Builder, Customer, Developer, Electrician, Property 
Manager, SUG Communications Coordinator. 
Phone Number 
Mailing Address –Use the County’s address (i.e. 2100 Clarendon Blvd Suite 900 Arlington, VA 22201) 
Site Supervisor the Same as the Primary Contact? Y/N 
*Note: fill out this section with your information. This is how the assigned Dominion designer will reach 
out to you regarding the specifics for the project. 
 
After reviewing the Work Request, select Submit. A Dominion designer will be assigned to the project 
and will reach out generally within 1-2 weeks.  
 
4.5 - Specifications 
Once the Dominion designer has contacted you regarding the project, he/she will request the following 
information in one document, saved as a PDF: a letter specifying the details of the project, the work 
request number, specification information for the fixture(s) and light type, and a map of the location.   

1. Refer to Dominion’s website (link here: https://www.dominionenergy.com/large-
business/outdoor-lighting/mv-hps-conversion) to find the conversion charts for comparable 
streetlights. 

https://www.dominionenergy.com/large-business/outdoor-lighting/mv-hps-conversion
https://www.dominionenergy.com/large-business/outdoor-lighting/mv-hps-conversion
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*Note: As per Arlington County standards, for all upgrades and new installations, LED lighting 
technology must be installed. No alternative technology is permitted.   
 
Below is the LED conversion chart for cobras: 

 

As a general practice, use the current wattage of the existing infrastructure (or surrounding 
infrastructure for new installations) to determine the specifications for the new install. Also consider the 
area (i.e. residential or commercial) the work will be done to select the correct CCT. 

2. Compose a formal letter to the designer specifying the project details. Include the work request 
number and all other pertinent information (e.g. the pole number of the upgrades, if 
applicable). The letter should include the specifications, highlighted and emphasize the stock 
number so that the designer knows exactly what to order. See the Appendix B to view a sample 
letter to Dominion for a previous project.  

4.6 - Field Visit 
The designer may request to conduct a field visit to the project location to see exactly what needs to be 
done and/or plant a stake if necessary. Include all other involved parties if needed. Be sure to bring the 
following information and materials for all field visits: 

• Print out of the submitted work request and number. 
• Copy of the design plan (if applicable). 
• Copy of the specifications table with exact product to be installed highlighted. 
• Pen/pencil & notepad to take any additional notes. 

4.7 - Cost Estimate & Letter of Authorization 
Depending on the size of the project, the Dominion designer will take roughly 3-6 weeks to process all 
the paperwork and price out the project. Once this is complete, the designer will send an itemized cost 
estimate and Letter of Authorization.  
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• The cost estimate gives you what you need for filling out and submitting the Purchase 
Requisition Request (PRR). 

• The letter of authorization needs to be signed by the purchasing agent, at the same time when 
he/she signs the Purchase Order (PO).  
 

Section 5: Purchase Requisition Request Submittal  

 

1. Fill out the PRR with the correct account code and information received from the Dominion 
designer or quote received from vendors to supply the streetlights.  

Below lists the fields requesting information and notes about nuances and tips to fill the PRR out 
correctly. 

New/existing purchase requisition: 
Ship to: When buying streetlights, be sure to insert the shipping address of the County’s warehouse: 
1435 N. Quincy Street. Arlington, VA 22207. DO NOT list the shipping address at CHP 900. 
Bill to: CHP 900 (Courthouse Plaza Suite 900). 
Total Amount: Insert cost. 
Supplier Name: Insert vendor name. 
Purchasing Authority: For Dominion Energy, list EP-9 as the purchasing authority. County does not 
have a written out and agreed upon contract with them as we do with all other vendors. For other 
vendors, include the Contract Number as the purchasing authority.  
Existing PO#: If applicable. 
Requested By: Your name. 
Description and Location/Reason for PO Increase: Include a 2-3 sentences about the project, the 
location, and the overall reason for the purchase.  
Goods/Services: For Dominion installations, where they provide both the materials and the service 
(installation), check the Services box. For all other vendors who are solely providing the streetlight 
materials (i.e. shaft, luminaire, globe, etc.) check the Goods box. 
*Note: For services, the unit prices should be $1.00, but for goods, the unit price is the cost of what 
one good costs. 
Account Code Information: Insert here. Verify for accuracy.  
 Natural Account Code for Streetlights is: 484005 
Signatures: Save as .PDF and sign before sending to project manager for signature.  

 
Once complete, send to the Budget Specialists for processing, and the Letter of Authorization for 
signature if it is a Dominion project. A blank copy of a PRR can be found in Appendix A. 
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Section 6: Project Management & Invoice Submittal  
6.1 - Project Management – Dominion Lights 
Depending upon the funding source and the number of internal approvals must take place to process 
the PRR, the Budget Specialists will send you the Purchase Order (PO). For Dominion projects, they 
should also return a signed copy of the Letter of Authorization.  

• Send the PO and the signed LOA (if applicable) to the assigned Dominion designer and 
authorize them to begin the work. Ask for an estimated completion date for services. 

*Note: When many projects are going on simultaneously, the stages of this process can be 
forgotten/lost. It is crucial to stay up-to-date and write down dates as appropriate. It is also advised to 
communicate with the vendors for updates to keep projects going. Otherwise, weeks and months will 
pass with very little to no progress.  

6.2 – Project Management – County Lights 
Similarly, for County lights, once the PO is received from the Budget Specialists, send to the point of 
contact for the vendors and ask for an estimated ship date for goods. Be sure to work with the 
Warehouse Manager so that you are notified when goods are delivered to the warehouse. They should 
send you a signed and dated copy of the packing slip. This is crucial so that there is evidence of the items 
delivered and so that you can pay the invoice without issues.  

6.3 - Invoice Submittal 
Once invoices are received, it is important to submit them as soon as possible (same day or next 
business day) for processing. The sooner the invoice is submitted, the sooner Arlington County can pay 
the invoice.  

*Note: If invoices are not paid on time, Dominion Energy and other vendors can charge a late fee. Avoid 
this like the plague.  

1. Visit Arlington County’s Sharepoint page and navigate to Transportation Contract 
Administration. 

2. Select Submit a New Invoice for Approval 
3. Fill out the following fields: 
 
Requestor: Your name 
Bureau: Put TE&O 
Contract Number: For Dominion Energy, put EP-9. For all other vendors, put the contract number 
(purchasing authority). 
Purchase Order #:  
Invoice Number: Invoice number is located on the invoice. For Dominion bills, put the Account 
number because there is no designated invoice number. 
Date Received: The date that you received it, not the date Arlington County received it.  
Payment Amount: 
Vendor Name: 
DBE Participation: Select No. 
Comments: Any comments for approval.  
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Invoices will not be approved without attaching the PO and the signed invoice.  

 
4. Before submitting the invoice for approval, be sure to field verify that the work has been 

completed and/or the materials have been. You should receive the warehouse delivery slip 
which includes the following information: the shipment date, the PO number, date received, 
and the warehouse manager’s signature confirming the delivery.   

 
5. An email confirmation is sent when the invoice is submitted for review and again when the 

invoice in approved and paid.   
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Appendix A – Sample Purchase Requisition Request  



P a g e  | 16 
 

Appendix B – Sample Letter to Dominion Designer 
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