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TEMPORARY TRAFFIC REGULATION ORDER / NOTICE APPLICATION FORM 

PLEASE ENSURE THAT YOU READ THE ENTIRE FORM & FILL OUT EACH SECTION AS ACCURATELY AS POSSIBLE. ONCE THIS FORM IS SUBMITTED, WE WILL TAKE THAT AS A REQUEST TO COMPLETE A TTRO, WHETHER OR NOT YOUR WORKS ARE PERMITTED TO GO AHEAD DUE TO OTHER LICENCES OR SERVICES NOT BEING GRANTED. 

Please arrange for a temporary traffic regulation order to be advertised and made in accordance with the following details: 

BEFORE APPLYING FOR A TTRO/N:

It is required that you have clearance/permission from the Street Works Coordinator of the area, including the required Permits from the Licensing Team (relevant emails below). Applying for a TTRO/N should be the last step in producing your required Closure/Restriction. 
Please see the Temporary Traffic Regulation Order Guidance Notes below for more information.

	TTRO Information: Rows with an (*) must be filled out for the application to be accepted. Please put ‘N/A’ if the subject does not apply to your request.


	*Type of TTRO (e.g. road closure, speed limit, etc): 

	*Road Name: 

	*Parish Council: 

	*District Council: 

	*From Point/Junction: 
Please do not use map references for the “From” and “To” points/junction.

	*To Point/Junction: 

	*Diversion Route: 
We do not accept referrals to TM plans, your application will be refused. Please list the roads for the diversion.

	*Confirm Risk Assessment undertaken for diversion route ☐   
Your application cannot be processed if a Risk Assessment has not been completed.

	*Reason For TTRO: 
Company carrying out Works:
Company Enquiry Email Address:
Will be published alongside TTRO in case members of the Public need to query closure/restriction.

	*Intended Dates of the Works: Start Date:                     End Date: 
Intended Hours of TTRO: Part-time ☐ Hours:               Full-time 24/7☐
Check ‘Part-time’ and add the hours the Order will need to be active for the works to take place, unless the order will be required ‘24/7’. This is to inform the public of the road in question and if it will be in place ‘Full-time’. 

	*Map of the Location: Please enclose a copy of an A4 minimum size map showing the location of the road to be closed and alternative route. Ensure this is the same copy as when applying for a license / permit.


Please proceed to the next page to fill out the Invoice Information. 


If the works are being completed on behalf of Hampshire County Council check the Box ☐ 
If the request is on behalf of Hampshire County Council and is a not related to HHSC scheme i.e. a capital scheme please provide a job code (normally C.J). 

	HCC job code: 


If the previous check box has been filled and job code provided there is no need to complete the information boxes below.

The information below is required so that we can invoice for our services, any information that is not included may result in your TTRO/N not being produced. 

Please see the Temporary Traffic Regulation Order Guidance Notes for more information lower down in this document.

	Invoice Information: Rows with an (*) must be filled out for the application to be accepted. Please put ‘N/A’ if the subject does not apply to your request.

	*Street Works Registration Reference: 
By ticking this box, you are confirming that you have arranged/discussed these works with StreetWorks ☐.

	*Name of Applicant: 

	*Telephone:  

	*Company or Organisation Name: 

	*Company or Organisation Address: 

	*Email to which invoice should be sent:
i.e a finance team.

	*Purchase Order Number: 


Please tick this box if you are paying via bank card or transfer ☐
 
Please proceed to the next page for Temporary Traffic Regulation Guidance Notes.
The Application must be signed and dated (located in ‘DECLARATION BY THE APPLICANT’) or your application will not be accepted.



TEMPORARY TRAFFIC REGULATION ORDER GUIDANCE NOTES 
IMPORTANT: you must allow a minimum of 4-6 weeks for TTRO’s which require advertising, from date of receipt by Hampshire County Council to process (any applications received outside of this time frame may be rejected). Emergency TTRN’s should be applied for prior to the works taking place or as soon as possible and will be produced immediately. 

The following guidance only applies to those District/Borough areas covered by HCC.

RESPONSIBILITIES OF THE TTRO TEAM
The TTRO team are only responsible for the production & advertisement of Public Notices and production of Legal Orders, which are required for works on public roadways/footways.

The TTRO team does not provide; site visits, road signage, traffic management or any other services that may be required to legally carry out the requested works.

The applicant should not expect any comments/dialogue on their request/application unless concerns/questions for the requested works are raised. The applicant should expect to receive confirmation of the Notice/Order 1 to 2 weeks before the requested start date of the works. Works are not permitted to go ahead unless confirmation of the Notice/Order has been received.

ORDER TYPES 
This guidance relates to Temporary Traffic Regulation Orders (TTRO’s) for works on or adjacent to the highway, Special Event Orders for relevant events on the highway and Emergency Notices for urgent works which have not been pre-planned. TTRO’s can be used to restrict; speed, movement, parking of vehicles, pedestrian movement and any other movements. 
VALIDITY PERIOD 
The dates applied for on the application are to be for the proposed dates of the works, and the proposed working window shall be defined within a six-month period. Working outside of the anticipated dates on the application will require authorisation from the StreetWorks team. TTRO’s are valid for 6-18 months with the effective times specified in the Order. Special Events Orders are valid for up to three days and only one event can be applied for in one calendar year. Emergency Notices are valid for 5 or 21 days from the date of issue. 
Note: Closures for public rights of way, such as Public Footpaths/Public Bridleways, may not continue in force for more than 6 months from the date on which the Order comes into force. 
A valid TTRO does not guarantee roadspace is available. No works are to progress without a valid permit in place. 


DIVERSION ROUTE 
A diversion route plan is to be submitted (at a suitable scale) with the application form, on an Ordinance Survey base map. The diversion route plan must include a title, Ordinance Survey copyright, closed section (Red line), diversion route (Blue line), road labels and a north arrow. Extracts from Google maps or similar will not be accepted. Applicants will be responsible for all costs associated with providing, maintaining and removing the traffic management/signage. All traffic management/signage must comply with current legislation.
If the proposed route involves roads which are outside Hampshire or are not under HCC control, the applicant is to gain agreement for the use of these roads prior to submission of the application. Written evidence is required of all agreements. A diversion route plan will be required for all TTRO’s, however the diversion route may be agreed verbally for an emergency closure, with the plan submitted as soon as possible after this. 
The applicant will also be responsible for conducting a risk assessment for the diversion route, considering weight, height width or any other type of restrictions that could potentially hinder the effectiveness of a proposed diversion route.
COORDINATION/LOCATION CHECKS
The applicant must undertake coordination/location checks by contacting the StreetWorks coordinator for the requested area, to ensure that the proposed road closure/restriction and diversion route will not affect, or be affected by, other works/events in the locality. The applicant is required to co-ordinate with or around those other works/events that have been identified to minimise disruption to the travelling public. 
PUBLICITY 
Advanced warning signs will be required at each end of the closure, a minimum of two weeks before the closure starts. They should be of a suitable size to be read from a passing vehicle, give details of the date and times of the closure and a contact telephone number. Advanced warning signs for emergency closures are to be erected as soon as possible, if applicable. 
Applicants are also responsible for notifying affected residents and businesses, usually by letter drop. 
BUS CONSULTATION 
It is the responsibility of the works promoter to contact passenger.transport.enquiries@hants.gov.uk to determine what (if any) bus services and/or stops are affected before submission of application. The works promoter is to liaise with the bus operators and confirm bus routing arrangements. The works promoters must confirm the closure details (dates and times, at least 8 weeks prior to the proposed start date, 2 weeks prior (on submission of permit), at the start and completion of the works. 


PARKING SUSPENSION GUIDANCE

If there are marked on-street bays where roadworks are required, then a parking suspension must be requested via the Parking Services team: (parking.services@hants.gov.uk) or through Hampshire County Council’s online portal. (https://secure.mipermit.com/hampshire/Application/ProductForeword.aspx?PermitType=SUSPENSION)

If there are no marked bays (unrestricted parking), but the parking of vehicles on the roadside needs to be prevented, to enable roadworks to proceed with or without a road closure, please use this Application Form to request parking to be prevented using a TTRO/N.

Sufficient notice must be given to residents (typically two weeks) to notify them of the intended closure/suspension, and leaflet drops may also be required.

	No marked bays (unrestricted parking)  
	Parking bay suspension 

	HCC TTRO team
	HCC Parking Services Team



COST OF APPLICATION 
We will produce all applications for the requested start date. We will send an invoice for the Application once it has been completed and once all costs are known.  
Emergency Notices will be processed as soon as they are received, once you apply there is no opportunity to cancel a request for an Emergency Notice. 
Road works: Planned closure 
There is a fixed charge for a Temporary Traffic Regulation Order of £2491.50 + VAT 20% & Statutory Advertisement (including VAT). This covers the cost of advertising the order and a Technical and Legal fee to cover the checking and drafting of the order. 
TTRO/N Costs are: Technical & Legal Costs - £2491.50 + VAT @ 20% & Statutory advertising (Orders only & approximately £150 - £400, these are approximations only and prices may vary) (Advertisement costs are not known until booked with newspaper and are re-charged ‘at cost’) (Correct as of 1st April 2025).

Roadworks: Emergency closure 
There is a fixed charge for an Emergency Notice of £2491.50 + VAT (20%). This covers the cost of the administration for checking and drafting of the notice. If the Emergency Notice is required to be converted into a conventional TTRO the required Statutory Advertisement will be added to the cost of the Emergency Notice.  
Statutory Advertisement
The notice for the requested works can be found in the news publications of NewsQuest™ approximately 2 weeks before and leading up to the requested start date and can be forwarded to the applicant via email at the earliest of a week prior to the requested works.


Cancellation of Applications
If the requested works need to be cancelled, rescheduled, or are not needed, please inform the TTRO team as soon as this information becomes available, as the charges for a TTRO/N may still apply if the TTRO team are informed too late.    
PAYMENT METHODS 
Once you have received your invoice, payment can be made by post, debit/credit card, direct debit, or BACS transfer. 
By Direct Debit – Direct Debit is the most popular way to pay invoices. We will automatically collect payments from your bank or building society. We will always tell you beforehand how much we will collect. Please go to www.hants.gov.uk/directdebit and fill in the form.
You can pay at any time with a debit or credit card by visiting einvoicepayments.hants.gov.uk/ or by using our automated phone payments service, 0333 555 2221. To use the automated phone payments service, you will need your invoice number, customer account, postcode and a valid debit or credit card. The postcode should be the one that appears on the invoice or, if you make payments on behalf of a care client, the post code of the client.
BACS or online banking – Please give your bank all our details when making your payment – sort code 62-28-49, bank account 00000000 and quote your invoice number as a reference (see top right corner at the beginning of the invoice).
Should you wish to submit a remittance advice, please email this as soon as possible to ctibceye@hants.gov.uk. This email address is for remittance information only. 
By post – If you can, please avoid paying by cheque. They are not as environmentally friendly as the ways to pay shown above.
Please make your cheque payable to Hampshire County Council, making sure you write your invoice number reference on the reverse (see top right corner at the beginning of the invoice). Send your cheque to the following address: IBC, Ell East, The Castle, Winchester, Hampshire, SO23 8UB.
If you have any difficulty paying your invoice, please contact: 0300 555 0223. 
If you do not provide the correct reference for the payment, your application may be delayed. 
DECLARATION BY THE APPLICANT 
By submitting this application form: - 
I confirm that I have understood what is required of me and my responsibilities in connection with this application and agree to comply with the Conditions. I hereby authorise Hampshire County Council to disclose this application form and the details contained therein to any person reasonably requiring access to it for purposes related to the application, or under the provisions of the Freedom of Information Act or other relevant legislation.
By signing this form, you agree that you have read and agree to our terms of service.

Applicant Signature:                                                                       Date: 

Please return to:                   
Email:                                      Temporary.road.closures@hants.gov.uk
Address:                                 Hampshire County Council 
                                                 The Castle 
                                                 Winchester 
                                                 SO23 8UD                    


USEFUL EMAILS

Parking Services Team: parking.services@hants.gov.uk
Passenger Transport Team: passenger.transport.enquiries@hants.gov.uk
Licensing Team:  highwaylicences.and.encroachments@hants.gov.uk
Streetworks Teams: (Please send to relevant team only, do not send to all) 
Streetworks West – Test Valley and New Forest Districts streetworkswest@hants.gov.uk 
Streetworks Central – Winchester North and Eastleigh Districts streetworkscentral@hants.gov.uk 
Streetworks East – East Hampshire and Havant Districts streetworkseast@hants.gov.uk 
Streetworks South – Winchester South, Fareham, Gosport Districts streetworkssouth@hants.gov.uk 
Streetworks North – Basingstoke & Deane, Hart, Rushmoor Districts streetworksnorth@hants.gov.uk 
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