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Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 

 

Date 
 
 
Addressee’s Name, P.E., (Title)  
Company Name  
Mailing Address 

City, State   Zip Code 
 

RE: (CONTRACT TITLE)   “ALL CAPS” 
 WORK AUTHORIZATION-CONSTRUCTION MANAGEMENT AND INSPECTION SERVICES 

ORDINANCE NUMBER: XXX-XXXX, CONTRACT NUMBER: XXXXXXXX 
   
Dear  XXXXXXX: 
 
The City of Houston hereby authorizes (Name of CM Company) to begin the construction management for the 
(Project Title) under the Contract referenced above. As agreed, (CM Company) will be compensated 
($00,000.00) on a reimbursable or (Lump Sum) basis in accordance with your Contract. Your services for this 
project should include all time and expenses beginning on the date of this Authorization Letter. 
 
 

 
Work Authorization 

Number 
 

 
Task 

 
$ Allocated 

XXXXXXXX 
 

(MM/DD/YEAR) 

Provide Construction Management and 
Inspection Services for 

 (Construction Project Title, Construction 
Project WBS Number, Construction OA 
Number and Construction Ordinance 

Number. 

$XXX,XXX.00 

 
 
Immediately upon receiving this letter, (Name of CM Company) shall submit for the City’s approval a list of all 
prospective Construction Management and Inspection personnel and sub-consultants including information (or 
resume) regarding their qualifications and responsibilities. Construction Project Manager shall be responsible to 
ensure proper execution of the project and shall replace any of its personnel or sub-consultants whose work is 
deemed unsatisfactory by the City. 
 
You shall notify us in writing when your compensation reaches 80 percent of the total value appropriated for 
your services. Your written notification shall also include your plan and estimate to complete services 
associated with the remainder of the project. 
 



(CM COMPANY NAME) 
DATE 
Page 2 
 
 
Should you require additional information, please contact Mr./Ms. XXXXXXX, P.E., Managing Engineer, 
Construction Branch, at (832) 395-XXXX. 
 
Sincerely, 
 
 

 
 
________________, P.E. 
Senior Assistant Director 
Construction Branch 
Engineering and Construction Division 

 
Author Initials/Managing Engineer Initials/typist 
 

 
c: Deputy Director, P.E.     CM-Project Manager (Company Name) 
 COH Project Manager    COH Document Control Manager 
 Senior Inspector     
 File No. WBS X-000XXX-000X-X, ( 2.1) 

 



City of Houston 
Department of Public Works & Engineering 

CIPMS Security Form Request  

Submit completed form to, cipms-help@houstontx.gov 

CIPMS HELP DESK: (832) 395-2082  

 

Today’s date:  ______/______/______   

___ New  ___Update (provide details)  ___Terminate 

 

I.  Request Information (* Required) 

 

*Employee name:  __________________________________________    

 

*Job title:   __________________________________________     

 

*Job Function: ___Admin Assistant ___Assistant Director ___Chief Engineer ___Director 

  ___Estimator  ___Inspector  ___Project Manager ___Senior Inspector 

 

*City of Houston Employee (Branch Info only required for employees of PWE – Engineering and Construction Division) 
 Department: __________________________________________ 

 Division: _____________________________________________ 

 Branch: ______________________________________________ 

 

*Non-City of Houston Employee: Company: __________________________________________ 

 

*Address: _____________________________________________________________________________________ 

 

*Phone:   (________) ________________________ Fax: (________) ________________________________ 

 

*Email:  __________________________________________ 

 

II. Project Access: Applicable only to consultants; provide WBS number________________ 

   _________________________________________________________ 

   _________________________________________________________ 

   _________________________________________________________ 

 

* APPROVAL: Consultant or users working for a PM must complete Lines 1 and 2. 

City Project Manager must complete Lines 2 and 3. 

No. Title Name Signature Date 

1 Project Manager    

2 
Manager, CE, or 
D.A.D. 

   

3 Assistant Director    

 

CIPMS Manager: Date: 









 
 
To: 
 
 
 
 

 
Joseph T. Myers, P.E. 
Senior Assistant Director 

 

 
From: 
 
Date: 
 
Subject: 

 
Ravi Kaleyatodi, P.E., CPM 
«Title» 
«Date» 
 
CONTRACT DOCUMENT TRANSMITTAL 
CHECKLIST:  «ShortPrjName» 
WBS NO. «WBSNo» 

Coordination and verification items included in design process are: 
 

 
 

YES 
 

NO 
 

N/A 
 
Easements, Rights-of-way, or rights-of-entry cleared 

 
 

 
 

 
 

 
State highway permits have been secured 

 
 

 
 

 
 

 
Franchise utility relocations have been coordinated: 

 
 

 
 

 
 

 
Pipeline relocations coordinated /Agreement/ No Objection Letter Obtained 

 
 

 
 

 
 

 
Railroad permits secured 

 
 

 
 

 
 

 
Flood Control permits/approvals have been secured 

 
 

 
 

 
 

 
METRO conflicts/agreements coordinated and/or secured 

 
 

 
 

 
 

New Buildings / Structures permit secured 
 

 
 

 
 

 
 
Encroachments removal coordinated 

 
 

 
 

 
 

 
Corps of Engineers approval 

 
 

 
 

 
 

 
Environmental Protection Agency approval 

 
 

 
 

 
 

 
TCEQ \ TDH requirements 

 
 

 
 

 
 

 
TWDB release (OK to give NTP) 

 
 

 
 

 
 

 
Approvals required by any other City Departments    

TDLR Case Number.: _____________________    

NPDES Phase I or Phase II required    

SW3P included    
NOI and payment been submitted to the City Engineer for signature, forward to TCEQ 
and copied to the construction Branch (for NPDES Phase I only)    

 
Attached are the following project documents: 

 
 

 
YES 

 
NO 

 
N/A  

Executed Contract Documents (1 Original and 1 Copy) 
 

 
 

 
 

 
 
Permits 

 
 

 
 

 
 

 
Parks and Recreation Department Tree Permits 

 
 

 
 

 
 

 
     10  Complete set(s) drawings 

 
 

 
 

 
 

 
       6  Complete set(s) reduced sized drawings (11"x17") 

 
 

 
 

 
 

 
       8  Complete set(s) project manual and addenda (Geotechnical and 

Environmental Reports on CD included) 
 

 
 

 
 

 
 
Copy of construction award RCA, Appropriation Ordinance and maps 

 
 

 
 

 
 

 
Funding synopsis 

 
 

 
 

 
 

Interoffice 
Correspondence 
 

Department of Public Works 
and Engineering  

CITY OF HOUSTON 

1 of 2 
 



 
Approved Drug Policy with Checklist submittal 

 
 

 
 

 
 

 
Copy of bid tab 

 
 

 
 

 
 

Phase I & Phase II Performance Evaluation of Professional Engineers/Architects    
Pay or Play Program Documents                  Pay (   )      Play (   )  Both (   )    

M/W/SBE Letters of Intent (If Applicable)    
Document 00600 (Parts A & B) List of Proposed Subcontractors and Suppliers    
Document 00624 – Affidavit of Compliance with Affirmative Action Program      

Sheet by Sheet Take Off    
Third Party Agreements / Interlocal Agreements    
Utility Coordination Letters and Information (Approval / No Objection Letter)  

Engineer of Record – Professional Services Contract No.  
Other pertinent information requirement for project management  

  
 RK:HH: 

 
 Daniel R. Menendez, P.E. 

File 

2 of 2 
 



D:\2.1\Project Inprocessing Checklist

 

Construction Handoff Directive 13-3  _____Yes      _____No

RECEIVED OUTSTANDING COMMENT
1 Contract Transmittal Checklist (original and 1 copy)
2 Executed Contract Document (original and 1 copy)
3 Executed copy of Award RCA and maps
4 Copy of Appropriating Ordinance
5 Funding Synopsis
6 Approved Drug Policy and Routing Sheet
7 Permits if applicable (list type)
8 Bid Tabs

9

Project manuals (8 complete sets including Addenda) 
and 10 large sets, plus 6 small sets of Drawings (11” X 
17”) w/ Geotechnical & Environmental Reports (5 ea 
CD)

10 TDLR Case No. (for ADA compliance)
11 All Rights-of-Entry (if applicable)

12 Other pertinent information required for project 
management

13 Pay or Play Program Pay (   )  Play (   )
14 MBE Letter of Intent if applicable

15 Doc 00600 Forms(List of Proposed Subcontractors & 
Suppliers)

16 Doc 00624 (Affidavit of Compliance with Affirmative 
Action Program

17 Sheet by Sheet Take Off
18 Third Party Agreements / Interlocal Agreements
19 Utility Coordination Letters and Information

RESPONSE (circle one)
A. Yes    /     No
B. Yes    /     No

C.
Yes    /     No

D. Yes    /     No
E. Yes    /     No
F. Yes    /     No
G. Engineer of Record - Professional Services Contract No. _____________________

(Signature) Construction Branch                      Date(PRINT) Design Branch Representative                             

(SIGNATURE) Design Branch Representative                 Date

Does this project meet NPDES Phase I or Phase II requirements?

If the answer to (A) is yes, is the SWP3 included in this package? 

If this is a Phase I project has the NOI and payment been submitted to the City Engineer for 
signature, forwarded to TCEQ and copied to the Construction Branch?

Are there any trees which will be required to be removed?
If the answer to (D) is yes, has Parks & Recreation Dept. approved? 
Are there any new buildings/structures in this project which will require a building permit? 

PROJECT INPROCESSING CHECKLIST (PIC)
CONSTRUCTION BRANCH / E & C

QUESTIONNAIRE:

Project WBS No. / Description 

Transmittal Date:

Assigned Managing Engineer:
Assigned Project Manager:











DEPARTMENT OF PUBLIC WORKS AND ENGINEERING 
CONSTRUCTION BRANCH 

FILE CODES 

1.0 Contract Documents 
1.1 Contract 

Contract  
Addendums 
Drawings 
Front end documents 
CM Contract 
Work Authorization/Work Order (Doc. 00950) 

1.2 Design Deliverables, Insurance 
Award RCA 
Appropriating Ordinance 
Project Info sheet 
Funding Synopsis 
Approved Drug Policy 
Bid Tabs 
Insurance 
Transmittal from Engineering to Construction 
Project Location Map 

2.0 Communication 
2.1 Contractor 

Correspondence to and from the contractor  
Letters 
Emails  
Notice to Proceed including Work Authorization & Work Order Notices 
Only 
Non Compliance 
Advisory Notice 

2.2 Laboratories, Engineer/Design 
Correspondence to and from Labs 
Monthly Site Reports 
Emails 

2.3 Council Members, DPW’s, Citizen 
Correspondence to and from Council Members 
DPW’s 
Citizens 
Emails  
311 Requests 

2.4 Letter of Transmittal-Outgoing 
Transmittal forms sent in and out of our office 
Cover sheets 



DEPARTMENT OF PUBLIC WORKS AND ENGINEERING 
CONSTRUCTION BRANCH 

 
FILE CODES 
 

2.5 Utility  
Correspondence to or from Utility regarding Relocation – i.e., Utility bill,  
Electricity bill, etc. 
Utility letters for Pre-Con 
Emails 
Maps 

 
2.6 Other 

Correspondence to or from any other agency – i.e.; TWDB, PUD, Survey 
Request, TDLR, TxDot, Harris County Flood Control 
  

 
3.0 Construction Schedules 

Construction Schedule Only 
 

 
4.0 Inspection Daily Reports 
 
5.0 MBE/WBE Reports 

MBE/SBE Participation Reports 
Utilization Reports 
Monthly Status Reports 
Contract Compliance Reports 
POP Documents  

 
6.0 Contractor’s Pay Estimates 

6.1 Schedule of Values/Quality Analysis 
6.2 Pay Estimates 

Estimate Logsheet 
Estimate and Certificate for Payment Unit Price Work 
Affidavit of Work Performed (Doc. 642) 
Estimate for Payment 
Material on Hands 
Contractor Certificate of Payment 

 
7.0 Requests for Information 

RFI’s  
 
8.0 Requests for Proposal 

RFP’s  
 
9.0 Change Orders  

9.1 Executed Change Orders 
9.2 Executed Work Change Directive 

 
 
 

 



DEPARTMENT OF PUBLIC WORKS AND ENGINEERING 
CONSTRUCTION BRANCH 

 
FILE CODES 
 
10.0 Claims from Subcontractors/Suppliers 

Claims from Suppliers for non-payment 
Correspondence to Attorney 
Correspondence to Contractor 
Correspondence to Supplier  

 
11.0 Construction Test Results  

All Test – Chlorination, Concrete, Soil Density & Pressure Tests  
 
12.0 Submittals 

All Submittals 
 

13.0 Meeting Minutes 
Pre-Construction 
Progress 
Field 
Meeting Minutes with Council Members, Committees, Citizens and 
Community  
Impromptu 
Sign –In Sheet Included with Meeting Notes 

 
14.0 Photographs and Negatives 

Pre-Construction CD 
Pre-Construction Photos 
Construction Progress Photos 

 
15.0 Survey Data 

Bid Survey Map 
Additional Surveys 

 
16.0 Geotechnical Reports – These are not lab reports from the geotechnical 

company, usually they are a bound spirals or books. 
 

16.1     Geotechnical Reports 
                        16.2     Lab Test Invoices 

 
 

17.0 Record Documents  
As-Builts 
Environmental Site Assessment (ESA) 
 
 
 
 
 
 

 
 



DEPARTMENT OF PUBLIC WORKS AND ENGINEERING 
CONSTRUCTION BRANCH 

FILE CODES 

18.0 Permits/Right of Entry 
Rail Road Permits 
Street Cut Permits 
HCFCD Permits 

Building Permits 
Right of Entry Permits 
All Other Permits  

19.0 Safety/Accident Reports and Meetings 
Photos 
Emails 
Minutes 

20.0 Constructability Review 
50% Review Comments 
70% Review Comments 
90% Review Comments 
Issues noted on Mylars 

21.0 Close-Out Documentation 
RCA 
Substantial Completion Certificate 
Final Certificate of Completion 
Final Pay Estimate 
Consent of Surety  
Consent of Surety Final Payment 
Affidavit of Ownership 
Performance Evaluation Phase I, II, & III 
Project Completion Letter 
Warranty Inspection Letter 
Punch List 
Pre-Draft Final Estimate 

Revised date 3/31/14 



                                                                                                                                 PROJECT INFORMATION SHEET

File No.:

Project Title:

Technical Description:

Project Identifiers

File No.: Const. Ordinance No.:

Const. GFS No.: Drawing No.:

Const. Contract No.: Contract Date:

Dates, Cost, Location

NTP Issued Date: Liquid. Damage Amount:

Commencement Date: Council District(s):

Orig. Completion Date: Key Map No(s).:

Pre-Const. Mtg. Date: M/WBE Goal (%):

Orig. Contract Days: Estimate Cut-off Date:

Orig. Contract Amount:

Design

Design Project Mgr.: Engineer Of Record:

Contact Phone: Consultant Contact:

Design Consultant: Address:

Consultant Contact:

Contact Phone: Contact Phone:

Fax: Contact Fax

E-mail

Construction

Project Manager: Ernest Kelly Lead Inspector:

Office: (713) 837-7176 Mobile Phone:

Cellular Inspector:

Administrative Supr.: Vickie Fenney Mobile Phone:

Office: (713) 837-7086 Field Office Phone:

Estimator:

Office:

Contractor

Contractor:

Primary Address: Contact:

Phone:

Primary  Phone: Mobile:

Primary Fax: Fax:

Billing Address: E-mail

Testing Laboratory

Testing Laboratory Contact:

Address: Phone:

Fax:

E-mail

Distribution: JoAnne Kamman, PE

Vicki Fenny

File

D:\2.2\Project Fact Sheet























 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering 
 

 
 

Annise D. Parker 
 
Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 
 

(Date) 
 
(Contact Person Name) 
(Construction Company) 
(Contractor Address)  
(City, State & Zip Code) 
 
Re: Project Name 
        WBS No. (Number) 
      Outline Agreement No. (Number); Key Map No. (Numbers XXX-X) 

NOTICE TO PROCEED 
  
Dear (Contact Person Name): 
 
You are hereby notified that the Date of Commencement of the Work is (Day), (Date). On this 
date you are to start performing your obligations under the Contract Documents. In accordance 
with Article 2 of the Agreement, the Contract Time is (Number) days. 
 
A pre-construction conference will be held in the offices of the City of Houston, Department of 
Public Works and Engineering, 611 Walker, Houston, Texas 77002, 17th Floor Conference 
Room, No. (Number) at (Time) (A.M./P.M.), on (Day), (Date).  Please come prepared to present 
documentation of any possible conflicts, errors, ambiguities, or discrepancies that you have 
discovered in the Contract. 
 
Sincerely, 
 
 
      
(Senior Assistant Director’s Name) 
Senior Assistant Director 
Construction Branch                                                       
Engineering and Construction Division 
 
XXX:XXX:XXX:xxx 
 
ec: Deputy Director (ECD)                     Admin. Manager  Design Consultants 
 Deputy Director (Rebuild Houston)     Asst. Project Manager  Design Engineer of Record 
 City Engineer         Chief Inspector  QA/QC Project Manager 
 Sr. Assistant Director, Operating Div.    Sr. Inspector  Testing Lab Representative 
 Design Project Manager      Inspector   OBO Representative 
 Construction Project Manager     Head of Surveying Group    
 Project File No. (WBS No./Code)     HCFCD Rep (if permit req’d) 

Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  
Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   
Controller:  Ronald C. Green 
 



 
 
To: 
 
 
 
 
 
      

 
Council Member Name 
Council Member, District (Letter) 
 

      

 
From: 
 
 
 
Date: 
 
Subject: 

 
Senior Assistant Director 
Construction Branch 
Engineering and Construction Division 
 
(Date) 

PROJECT NAME; 
WBS NO. X-000XXX-00XX-X;    
OUTLINE AGREEMENT NO.  46000XXXXX; 
KEY MAP NUMBER: XXX-X; 
PRE-CONSTRUCTION CONFERENCE 
 

 
 

Please be advised the Pre-Construction Conference for the subject project will be conducted at (Time), 
on (Day), (Date) in the 17th Floor Conference Room No. (Number) at 611 Walker, Department of Public 
Works and Engineering, Houston, Texas 77002. 
 
This project is located in your District and you and/or members of your staff are invited to attend. 
 
You can download construction plans for the subject project by searching the project name or WBS 
Number at the following website: http://bidsets.publicworks.houstontx.gov/index.php/opened-bid-sets.  Click 
on the desired plan set to download it to your computer.  These plans are for your use, particularly for any 
construction inquiries that you may receive from the constituents.  Construction has been scheduled to 
commence on (Date) and end by (Date).  The project contractor is (Contractor’s Name). 
 
We also recognize that the construction of this infrastructure may impact residents in your district. The 
Construction Branch would offer to make a presentation with regard to the project and answer project 
related questions at an appropriate meeting or forum of your choosing, such as with a Civic Club or Home 
Owner Association representative in the affected area.  If our participation in such a meeting is desired, 
please have your staff member contact me directly at (Phone Number). 
 
Should you have any questions or comments concerning this Pre-Construction Conference, your staff may 
coordinate their concerns with (Managing Engineer’s Name), Managing Engineer, Construction Branch, at 
(Phone Number). 

 
 
 
      (Sr. Assistant Director’s Name) 
 

  
XXX:XXX:xxx 
 
ec: Deputy Director  
 Construction Project Manager  
 Administrative Manager  
 Project File (WBS No./Code) 

Interoffice  
Correspondenc e 
 

Pub lic  Works a nd  Eng inee ring  
Dep a rtm ent 

CITY OF HOUSTON 

http://bidsets.publicworks.houstontx.gov/index.php/opened-bid-sets


 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering 
 

 
 

Annise D. Parker 
 
Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 
 

(Date) 
 
 

AT&T Texas      CenterPoint Energy / Gas 
6500 West Loop South, Zone 1.3   1111 Louisiana, 22nd Floor, Gas Engineering 
Houston, Texas  77401    Houston, Texas  77002 
Attn:  Diana C. Ward, P.E.    Attn:   Lory Simmons 

713-660-5304      713-207-4624 
713-660-5342 Fax     713-207-0980 Fax 

diana.c.ward@att.com    lory.simmons@centerpointenergy.com 
 

 
Comcast      CenterPoint Energy / Electric 
7033 Airport Blvd.            1111 Louisiana – 943A 
Houston, Texas  77061    Houston, Texas  77002 
Attn:  Herbert Salandanan     Attn :  Cynthia Martinez 

281-624-3024      713-207-6555 
713-643-1475 Fax     713-207-4031 Fax 

herbert_salandanan@cable.comcast.com  cindy.martinez@centerpointenergy.com 
 
 
CenterPoint Energy, Street Lighting  CenterPoint Energy / Gas 
4700 S. Shaver, Bldg. I    1111 Louisiana, 22nd Fl., Gas Engineering 
Houston, Texas 77034     Houston, Texas  77002 
Attn:  Shelton Mitchell    Attn:  Cesar Garcia 
 713-945-6231      713-207-4622 

713-945-3773 Fax     713-207-0980 Fax 
shelton.mitchell@centerpointenergy.com  cesar.garcia@centerpointenergy.com 
        
 
Re: (Project Name) 
 WBS No. (Number); Outline Agreement No. (Number) 
 PRE-CONSTRUCTION CONFERENCE 
 
Ladies & Gentlemen: 
 
A contract on the above project has been awarded to (Contractor’s Name).  A work order has 
been issued with an effective date of (Date).  Copies of preliminary and final plans have been 
submitted to you for a review of the proposed construction. In the event you have facilities which 
are in conflict with the proposed construction, it is necessary that you adjust the facilities 
immediately so as not to delay work on the project.  If additional copies of the plans for the 
proposed construction are needed, please contact this office. 
 

Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  
Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   
Controller:  Ronald C. Green 
 

mailto:herbert_salandanan@cable.comcast.com
mailto:cindy.martinez@centerpointenergy.com
mailto:shelton.mitchell@centerpointenergy.com


 
Pre-Construction Conference 
Page 2 
Date 
 
 
If a relocation or rearrangement of your facilities is necessitated by this project, please return a 
copy of this letter to this office indicating the date work was or will be completed. 
 
A Pre-Construction Conference for the subject project is scheduled for (Time), (Date).  The 
conference will be held on the 17th Floor Conference Room No. (Number), 611 Walker, 
Houston, Texas  77002. 
 
Sincerely, 
 
 
 
 
(Sr. Assistant Director’s Name) 
Sr. Assistant Director 
Construction Branch 
Engineering and Construction Division 
 
XXX:XXX:xxx 
 
ec: Construction Project Manager 

Administrative Manager 
 COH Utility Coordinator 
            Project File (WBS No./Code) 

 
 
 
 
 

 
 



PRE-CONSTRUCTION AGENDA 
________ __, 2013, 10:00 AM  

611 Walker, 17th Floor, Room 1746 
 
 
Project Name: ___________________________________ 
WBS No.: ___________________________________ 
Council District: ___________________________________ 
Key Map Nos.: ___________________________________ 

  
 

 
1. Opening – Project Name and General Project Scope 

This meeting is the Pre-Construction Meeting for the ___________________________, 
WBS No. ________________________.  Congratulations to [CONTRACTOR’S NAME] 
receiving award of the contract. (Present contractor original contract)  The project 
provides for the construction of ________. 
 
 

2. Parties to the Contract and Correspondence 
This Contract is between the City of Houston and _CONTRACTOR’S COMPANY 
NAME___________________.  The total contract price is   $X,XXX,XXX.XX  .  

 
• All correspondence from the City to the Contractor shall be addressed to: 

 
Contact Information: ____CONTRACTOR’S CONTACT______________________ 
CONTRACTOR’S COMPANY NAME  
COMPANY ADDRESS 
CITY, STATE ZIP CODE 

 
• All correspondence from the Contractor to the City shall be addressed to: 

 
___________________, Managing Engineer 
Attn: ___________________, Project Manager 
City of Houston 
Engineering & Construction Division, Construction Branch   
611 Walker Street, 17th Floor  
Houston, Texas 77002 

 
 

3. Notice to Proceed and Contract Time 
You have XXX calendar days to complete the project.  Your Notice to Proceed indicates 
that you are to begin work on DAY, DATE and your completion date thereby is DAY, 
DATE.  The Contractor must notify the Construction Section seventy-two (72) hours in 
advance of start of construction. 
 
 
 
 
 
 



4. Office of Business Opportunity 
For answers to any affirmative action questions, the Contractor can call the Office of 
Business Opportunity, 832-393-0600.  Please submit a copy of the M/WBE Monthly 
Utilization Report to the City of Houston Office of Business Opportunity with a copy to 
the Construction Branch. (MBE ____%, WBE ___% Goal) 
 
 

5. Play or Pay Program (POP) 
The program requires the contractors to offer certain employees a minimal health 
benefits or contribute to a fund to be used to offset the cost of providing health care to 
uninsured people in Houston/Harris County. (Doc. 00630) 
 
A. The Contractors that opt to Play 

Provide periodic reports to the contract administrator showing proof of coverage. 
Reporting schedule will be determined by administering department based on the 
length of contract. 
 

B. The Contractors that opt to Pay 
Provide monthly reports to Small Business Development detailing name of 
employees, hours worked, exemptions (if any) and amount owed. (Form POP-5). 
Forms will be sent electronically. 

 
 

6. Document 01110 (Information to be supplied from Document 01110) 
 
A. Detailed Project Scope 

 
• Coordination with Others 

 
• Tree and Plant Protection and Removal 
 
• Geotechnical /ESA Issues  

 
B. Cash Allowances 

 
C. Work Sequences 

 
D. Street Cut Ordinance 

 
All work shall conform to Specification Section 02951.  Excavations on or under 
pavement in the City’s right-of-way must have a permit.  The Contractor shall refer to 
Section 4 of Ordinance 2000-1115 for more information.  Permit applications shall be 
filed at the Houston Permitting Center at 1002 Washington Street.  A traffic control 
plan shall be submitted with any Permit application for all proposed work that is to be 
conducted on a roadway appearing on the City's Major Thoroughfare and Freeway 
Plan or is otherwise identified by City's Traffic Engineer as having substantial traffic.  
Fourteen (14) days are allowed for completion of the work, including replacement of 
pavement and clean-up unless an extension is authorized as provided in the Permit.  
Any existing traffic markings that are removed must be replaced with the same 
product or current City standard.  Steel plating may be utilized for a period not to 
exceed four (4) days unless specified in the Permit.  A copy of the Permit together 



with a sign (not less than 36" x 36" with min. 2" black letters on a white high intensity 
reflective background) shall be posted at each street entrance to the Excavation 
area.   

 
 

7. Testing Lab and Scheduling of Testing Inspection 
The Contractor is responsible for the scheduling of inspection and testing activities including 
cores to be taken.  Any re-testing is at the expense of the Contractor.  The testing lab is 
__TESTING LAB NAME  .  The contact person is __TESTING LAB CONTACT    at 
TESTING LAB PHONE. 
 

 
8. Citizen Notification 

Two weeks prior to starting construction, the Contractor shall provide all residents and 
business owners, that will be affected by the proposed work, the name and telephone 
number of the Contractor and the Construction Foreman on the project.  These 
individuals should be reachable 24 hours a day. 

 
 

9. Field Office 
The Contractor must submit a written contract for field office and staging area locations 
from property owner.  As part of the submittal process, a copy of this contract must be 
submitted to our office.  The contractor must obtain written permission from the Parks & 
Recreation Department before mobilizing on City Esplanades and medians. 
 
 

10. Project Sign 
The Contractor shall provide the proper sign in accordance with the drawings and 
specifications.  It shall be erected in a location approved by the City. 
 
 

11. Schedule  
Careful scheduling of this project is essential.  Milestone dates for the major sections of 
work should be provided, and every effort made to meet those goals.  The Construction 
activities in the schedule shall be according to all the works indicated in the Schedule of 
Values.  Update the schedule monthly and submit it to the Project Manager to be 
included with the monthly estimate. 

 
 

12. Liquidated Damages 
The amount of this contract is $3,928,000.00.  In accordance with the Contract 
Documents, the Liquidated Damages will be $1,200.00 for each and every calendar day 
the work remains incomplete beyond the expiration date of the Contract Time.   
 
 

13. Submittal(s) and Project Start Check List 
These submittals must be received and approved before 50% of mobilization can be 
paid per Section 01502 - Mobilization. 

 
A. Safety Program (Doc. 00700, Par. 10.1.1) 
B. Site Utilization Plan (Sec. 01145) 



C. Schedule of Values (Sec. 01292) 
D. Pre-Construction Photographs (Sec. 01321) 
E. Construction Schedule (Sec. 01325) 
F. Submittal Schedule (Sec. 01330) 
G. Site specific Storm Water Pollution Prevention Plan (SWPPP) (Sec. 01570) and 

Notice of Intent (NOI) along with storm water application fee (Sec. 01410) 
H. Contractor’s Quality Control Plan (Sec. 01450) 
I. Establishment of a Field Office for Project Manager meeting requirements of Sec. 

01520 – Temporary Field Office when required by the contract. 
J. Traffic Control Plan (Sec. 01555) 
K. Plan for Control of Ground and Surface Water (Sec. 01578) 
L. Project Signs Submittal (Sec. 01580) 
M. Trench Safety Program (Sec. 02260) 
N. Dewatering Plan, when required 
 
 

14. Progress Payments  
The monthly estimate cut-off date for the project is ________________ (Doc. 00520, 
Article 4.2).  The Contractor is required to provide a Certificate of Payment to 
Subcontractors and Suppliers (Document 00642) on a monthly basis.  Other documents 
to be included in the monthly estimate include an updated project schedule and M/WBE 
utilization schedule.  The City’s Project Manager should receive these 5 days prior to cut 
off date.  City Project Managers will also be including in the monthly estimate a copy of 
M/WBE monthly utilization summary from B2GNOW to track utilization to date.  Failure 
to provide these documents may result in delays in processing pay estimates. 
 

 
15. Change Order 

All design changes in the field is accomplished by a Request for Information (RFI), 
initiated by the Contractor.  If the RFI results in a Request for Proposal (RFP), the 
Proposal will be filled out in accordance with the instructions on the RFP.  Upon approval 
of the Proposal, a formal Change Order will be prepared by the City for the Contractor’s 
signature and approval.  The City will amend the contract accordingly. 
 

 
16. Final Payment 

The Contractor is advised that upon completion of the project, he will be asked to sign 
the final estimate indicating that all the quantities and amounts withheld are correct and 
he agrees with the estimate.  His failure to take exception prior to signature shall not 
entitle him to further payment after he signs such estimate. 

 
 

17. Utility Coordinating: 
The Contractor is advised of the Utility Coordinating Committee one call number, 811 or 
(713) 223-4567, which he must call 48 hours in advance, if required.  Transmittal 
numbers are to be indicated on the first daily inspection report. 
 
 

18. Traffic Control 
One lane in each direction shall be maintained during working hours unless otherwise 
directed by the contract.  When traffic must be diverted into a single lane, flagmen shall 



be utilized.  During non-working hours or times when flagmen are not available, traffic 
must be able to flow in both directions, unless otherwise authorized by the City Engineer.  
Traffic flow shall not be obstructed from 7:00 a.m. to 9:00 a.m. and 4:00 p.m. to 6:00 
p.m. on designated major arterials or as designated by the City Engineer.  Local 
driveways to residential and commercial properties shall be accessible at all times.  
Vehicular parking shall not interfere with public traffic and parking, access by emergency 
vehicles, and City's operations.  Contractor must obtain prior approval from the City for 
weekends and after hour work.  Traffic Control and “Flagmen” are Lump Sum pay items.  
These will be paid as per approved “Schedule of Values”.  The Contractor shall notify the 
City Engineer one week prior to implementing the next approved traffic control phase. 
 

 
19. Cleaning 

The Contractor shall perform daily clean-up of all dirt, debris, and any other disposable 
items resulting from Contractor's operations as specified.  All streets, access streets, 
driveways, and walkways shall be kept clean and open at all times, unless otherwise 
authorized.  A written notice of non-compliance may be issued by the City Engineer if 
Contractor fails to perform daily clean-up.  Contractor may also be charged for the cost 
of clean-up by others for failure to correct any non-compliance notice within 24 hours. 
 
All vegetation, rubble, broken concrete, excess dirt, debris and spoilage shall not be 
disposed of in any storm drainage conveyance system on or off the job site.  The 
Contractor shall dispose of all undesirable materials off-site and in a lawful manner.  If 
excess soil is deposited on private property, the Contractor must secure written 
permission to do so.  Written permission must include a description of the property on 
which the soil is deposited and a copy furnished to the City. The property must be 
outside the flood plain zone. 

 
 

20. Record Documents, Specifications, Drawings 
The Contractor shall keep "As-Built Drawings" in accordance with Document 01720, 
Project Record Documents.  These documents are to be reviewed and discussed at 
every Monthly Progress Meeting 

 
 

21. Payments and Completion (Article 9, Document 00700) 
The contractor is hereby reminded that per Article 9 of the General Conditions 
(Document 00700) and the 00410 Document, the Total Bid Price was calculated by 
bidder, using the unit price items included in base unit price table.  Further, the bidder 
has signed the Bid Form therefore offering to enter into a Contract to perform the Work 
for the Total Bid Price shown on the signature page of the 00410 Document.  Therefore, 
all Work identified in the contract drawings and specifications are included within the 
Total Bid Price.   
 

 
22. Contractor Representations (Article 5, Document 00520) 

The contractor is hereby reminded that per Article 5 of Document 00520, the Contractor 
represents:  
 
A. Contractor has examined and carefully studied Contract documents and other 

related data identified in Request for Competitive Sealed Proposals. 



B. Contractor has visited the site and become familiar with and is satisfied as to 
general, local, and site conditions that may affect cost, progress, and performance of 
the Work. 
 

C. Contractor is familiar with and is satisfied as to all federal, state, and local laws and 
regulations that may affect cost, progress, and performance of the Work. 

 
D. Contractor has carefully studied all: (1) reports of explorations and tests of 

subsurface conditions at or contiguous to the site and all drawings of physical 
conditions in or relating to existing surface or subsurface structures at or contiguous 
to the site (except Underground Facilities) which have been identified in Contract 
documents and (2) reports and drawings of a hazardous environmental condition, if 
any, at the site which has been identified in Contract documents.  

 
E. Contractor has obtained and carefully studied (or assumes responsibility for having 

done so) all additional or supplementary examinations, investigations, explorations, 
tests, studies, and data concerning conditions (surface, subsurface, and 
Underground Facilities) at or contiguous to the site which may affect cost, progress, 
or performance of the Work or which relate to any aspect of the means, methods, 
techniques, sequences, and procedures of construction to be employed by 
Contractor, including applying specific means, methods, techniques, sequences, and 
procedures of construction, if any, expressly required by the Contract to be employed 
by Contractor, and safety precautions and programs incident thereto. 

 
F. Contractor does not consider that any further examinations, investigations, 

explorations, tests, studies, or data are necessary for performance of the Work at 
Contract Price, within Contract Time, and in accordance with the Contract. 

 
G. Contractor is aware of general nature of work to be performed by the City and others 

at the site that relates to the Work as indicated in Contract documents. 
 

H. Contractor has correlated information known to Contractor, information and 
observations obtained from visits to the site, reports and drawings identified in the 
Contract, and all additional examinations, investigations, explorations, tests, studies, 
and data with the Contract. 

 
I. Contractor has given City Engineer written notice of all conflicts, errors, ambiguities, 

or discrepancies that Contractor has discovered in the Contract, and written 
resolution thereof by City Engineer is acceptable to Contractor. 

 
J. Contract documents are generally sufficient to indicate and convey understanding of 

all terms and conditions for performance and furnishing of the Work 
 
 

23. Changes in the Work 
In accordance with the previous statements the City requires the Contractor to notify the 
City if there are any conflicts, errors, ambiguities, or discrepancies that Contractor has 
discovered in the Contract and the City has been given the opportunity to provide a 
written resolution to the Contractor.  In the absence of a request by the Contractor at the 
beginning of the contract to address these conflicts, errors, ambiguities, or 
discrepancies, the City will proceed on the understanding that all work identified in the 



plans and specifications will be compensated to the Contractor under items shown in the 
Document 00410. 
 
In the event a there is a change in the work, the Contractor will be required to follow the 
guidance of the Document 00700, General Conditions Article 7 – Changes in the Work. 
 

 
24. Resolution of Known Issues 

The Contractor is hereby recommended to request a written resolution for any known 
conflicts, errors, ambiguities, or discrepancies. 
 

 
25. Project Contact Information 

Contact information for all parties at this meeting and involved with the project will be 
sent with the minutes of this meeting.  If you have not already signed in, please sign in.   
 
 

26. Questions? 
 

 
 



PROJECT NAME 
WBS No. X-XXXXXX-XXXX-X WORK AUTHORIZATION No. X 

 Document 00950 
 

Part A 
 

WORK AUTHORIZATION No. X 
 
The Owner:       City of Houston, 900 Bagby Street, Houston, Texas 77002 (City)  

The Contractor:      
Address:  ____________   

Project WBS Number:  ____________________________________________________  

Project Title:     
Project Location:  ____________________________________________________  

City Engineer:    ____________________________________________________   

Address:   ____________________________________________________    

 
 
 DESCRIPTION OF THE WORK 
 
The Work to be performed under this Work Authorization is XXXXXXXXXXXXXXXXXXXXXXX  
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________     
   

[BRIEF DESCRIPTION OF THE WORK TO BE DONE] 

 
All necessary Drawings are attached and incorporated herein as part of the Work Authorization.  
City of Houston Standard Specifications and Details are included by reference as part of the Work 
Authorization. 
 
 
 DATE OF COMMENCEMENT 
 
The Date of Commencement of this Work Authorization under the Project is (DATE).  On such 
date the Contractor is to start performing its obligations under the Work Authorization in 
accordance with the Contract Documents.  The Contract Time for this Work Authorization is (XX) 
days, subject to adjustment of the Contract Time as provided in the Contract Documents. 
 

00950-1 
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PROJECT NAME 
WBS No. X-XXXXXX-XXXX-X WORK AUTHORIZATION No. X 

 
CONTRACT PRICE 

 
Subject to all the terms and conditions of the Contract Documents, the City shall pay the 
Contractor in current funds for the Contractor's performance of the Work described in this Work 
Authorization, the Work Authorization estimated amount of _(WORD)__________($XXXX.XX) 
using existing bid items in the Contract as described in the attached quantity analysis.   
 
The Contract Price is based, in whole or in part, on those unit price items as described and listed 
in Document 00410 – Bid Form.  The Contract Price is subject to adjustment due to variation in 
quantities of units of work actually incorporated in the completed Work and other adjustments as 
provided in the Contract Documents. 
 
This Work Authorization is a Contract Document.  Work performed and payments made pursuant 
to this Work Authorization shall be subject to the terms and conditions of all other Contract 
Documents except as otherwise provided, including but not limited to Document 00700 - General 
Conditions and Document 00800 - Supplementary Conditions. 
        
Attachments to this Work Authorization as follows: 
  
Document 00950B – Quantity Analysis  
Sketch and pictures for__(STREET NAME)_____________ 
 
 
Additional terms, instructions, and conditions which pertain to this Work Authorization: N/A 
 
 
 
 
 
 
 

City of Houston 
 
 
 

 
By:  

NAME 
Managing Engineer 
Construction Branch  
Department of Public and Works Engineering 
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PROJECT NAME 
WBS No. X-XXXXXX-XXXX-X WORK AUTHORIZATION No. X 

Part B 
 

QUANTITY ANALYSIS 
 

WORK AUTHORIZATION NO.: X  
 
WBS NO.: X-XXXXXX-XXXX-X  
 
PROJECT NAME: NAME  
 
CONTRACTOR: NAME  
 
CONTRACT NO.: 46XXXXXXXX  
 
LOCATION:  STREET NAME: LIMITS  
   
You are hereby directed to begin the following Work Authorization, as described below and 
specified or shown on attachments, if applicable. 

 
1. Submit Pre-construction photographs of the site including pavement, driveways, 

sidewalks, handicap ramps, trees, landscaping, and other existing conditions in 
accordance with Section 01321 and 01330. 

2. Submit a Preconstruction Schedule for review  
3. Notify adjacent occupants in accordance with Section 01145, 1.05 and Section 01555, 

3.01D of Contract Document. 
4. Test and protect existing irrigation systems in accordance with Section 01145, 1.04E 

(including supplement) of Contract Document. 
5. Secure all necessary permits (Lane Closure Permit, Excavation Permit, etc.). 
6. Perform utility locates and coordinate with all private and public utilities in accordance 

with Section 01504 (including supplement) of Contract Document. 
7. Implement plant and tree protection per Section 01562 of Contract Document. 
8. Install traffic control plan per approved road close permit issued by the City.  
9. Mobilize all necessary equipment and materials for ___________________________ 

___________________________ scope of work. 
10. Backfill and restore the area as directed by Project Manager per City of Houston 

Specification Section 2318. 
11. Maintain driveway access at all times in accordance with Section 01145, 1.07F, and 

Section 01555, 3.01G, 3.05 & 3.06 (including supplements) of Contract Document. 
12. Contractor shall perform daily site clean up in compliance with Document 00700; 

General Conditions, Article 3, section 3.21, Section 01145, 1.04F, Section 01504, 3.08 
(including supplement), and Section 01555, 3.01H of Contract Document. Contractor 
shall avoid any damage to the private property. If private or public property is damaged 
by the Contractor, Contractor shall, at its sole expense, restore the damaged property 
in compliance with Document 00700; General Conditions, Article 3, section 3.9.3, and 
Section 01504, 3.08 (including supplement) of Contract Document. 

13. Restore construction site in compliance with the specification Section 01562, Section 
01740 and other as applicable of Contract Document. 

 
1. PROPOSED WORK AUTHORIZATION: 

00950-3 
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PROJECT NAME 
WBS No. X-XXXXXX-XXXX-X WORK AUTHORIZATION No. X 

 
  ($XXXXXX.XX) using existing Bid Items in the contract and XX days). 
 
 The total Contract Time is proposed to remain/change at/to XXX days. 
 
 
9. COST SUMMARY DOLLAR AMOUNT PERCENT 

Original Contract Price $X,XXX,XXX.XX 100.00% 

Previous Work Authorizations $X,XXX,XXX.XX XX.XX% 

This Work Authorization $X,XXX,XXX.XX XX.XX% 

Total Work Authorizations 
Issued 

$X,XXX,XXX.XX 

 

XX.XX% 

 
10. SCHEDULE SUMMARY DURATION COMPLETION 

DATE 
This Work Authorization XX Days XX/XX/XXXX 

 
SUMMARY - QUANTITY ANALYSIS 

 
 
Total Base Unit Prices $X,XXX,XXX.XX  
 
TOTAL WORK AUTHORIZATION NO. X $X,XXX,XXX.XX 
 
 
  
CITY PROJECT MANAGER (Signature) DATE 
 
PRINT NAME:    
 
 
  
CONTRACTOR (Signature) DATE 
 
PRINT NAME:    
 
 
C: COH Design Project Manager 
 Senior Inspector 
 Inspector 
 Jim Boxley 
 File: X-XXXXXX-XXXX-X/2.1 (WA No. X)  

 
END OF DOCUMENT 
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To: 
 
 
 
 
 
      

 
Council Member Name 
Council Member, District (Letter) 

      

 
From: 
 
 
 
Date: 
 
Subject: 

 
Senior Assistant Director 
Construction Branch 
Engineering and Construction Division 
 
(Date) 

PROJECT NAME; 
WBS NO. X-000XXX-00XX-X;    
OUTLINE AGREEMENT NO.  46000XXXXX; 
KEY MAP NUMBER: XXX-XWORK 
AUTHORIZATION NO. X  
 
 

 
 

Please be advised that Work Authorization No.1 has been issued to Construct (Type of 
Constructions) on the (Location) 
 
This project is located in your District. 
 
Attached is a layout plan for the subject Work Authorization No. 1. Construction has been scheduled to 
commence on (Day), (Date) and is anticipated to end by (Date).  The project contractor is (Contractors 
Name).  
 
Your staff may coordinate their concerns with Mr. _________., Managing Engineer, Construction 
Branch at (832) 395-2368. 

 
 
 
 
 
    Sr. Assistant Director’s Name 

 
(SAD):(ME):(PM) 
 
Attachment:  Construction plan layout for the subject Work Authorization No. 1 
 
ec: Daniel R. Menendez, P.E. 
 Vicki Fenney  
 File No. N-320610-0001-4 (2.3) WA No. 1  
  

  

Interoffice  
Correspondenc e 
 

Pub lic  Works a nd  Eng ineering  
Dep a rtm ent 

CITY OF HOUSTON 



 

ReBuild Houston Project Notification  

 
 PROJECT NAME (WBS NO. M OR N-XXXX XXXX XX) 

 
ReBuild Houston is the voter approved, pay-as-you go business strategy for 

reconstructing and maintaining our drainage and street system. This means 

we will get twice as much product for our dollars. To learn more about 

ReBuild Houston, please visit our website at http://www.rebuildhouston.org/. 

 

This project consist of the construction of a 10 Ft x 10 Ft pre-cast storm 

sewer trunk and storm sewer relief outfall starting at Buffalo Bayou and 

within the street rights-of-way of Gillette Street from Allen Parkway to W. 

Dallas.  The project continues on W. Dallas from Gillette Street to Genesee 

Street and ends on Genesee just past W. Dallas.  The project also includes 

full width pavement reconstruction, water line and sanitary sewer 

replacement, standard 5-ft wide sidewalks, and an outfall structure at Buffalo 

Bayou.  The total construction contract amount was $8,948,584.44  

 

The contractor for this project is Construction Co. and work began on 

DATE.  This project will be completed on DATE.   

 

Should you have questions about this project, please call (832) 395-2090 or 

email pwecip@houstontx.gov.  

11-Feb-13 

http://www.rebuildhouston.org/
mailto:pwecip@houstontx.gov


 

 
 CITY OF HOUSTON 
Department of Public Works and Engineering  
                                                               Department 
 

 
 
Interoffice 
 
Correspondence 
 

 
 
To:  _____(name)_______  From: Deputy Director 
  Council Member, District x     Engineering and Construction Division 

 
 
  Date: MONTH DAY YEAR 
 
 
  Subject:PROJECT NAME 
      WBS No.  M OR N-000XXX-XXXX-X 

GROUND BREAKING OPPORTUNITY 
  

 
 
The Department of Public Works and Engineering will soon proceed with construction of the 
(PROJECT NAME HERE). The proposed location for this Ground Breaking opportunity is 
(STREET ADDRESS OR INTERSECTION) at the outfall and the proposed date and time is 
MONTH DAY YEAR at TIME, A.M.  
 
The Department has identified this proposed groundbreaking opportunity for your use in case you 
decide to pursue this celebratory milestone.  
 
If your office would like to pursue this opportunity, please coordinate with the (NAME), Director, 
Mayor’s Office of Special Events. 
 
 
 
 
 
        DEPUTY DIRECTOR’S NAME 
 
 
(DD):(ME):(PM) 

 
Ec: Director, Mayor’s Office of Special Events (EMAIL ADDRESS) 
 Administrative Manager 
 File WBS No: M or N xxxxx-xxxx-x, 2.3 
 

 
 

mailto:susan.christian@houstontx.gov










PRE-CONSTRUCTION MINUTES 
________ __, 2013, 10:00 AM  

611 Walker, 17th Floor, Room 1746 
 
 
Project Name: ___________________________________ 
WBS No.: ___________________________________ 
Council District: ___________________________________ 
Key Map Nos.: ___________________________________ 

  
 

 
1. Opening – Project Name and General Project Scope 

 
 
 

2. Parties to the Contract and Correspondence 
This Contract is between the City of Houston and _CONTRACTOR’S COMPANY 
NAME___________________.  The total contract price is   $X,XXX,XXX.XX  . 

 
• All correspondence from the City to the Contractor shall be addressed to: 

 
Contact Information: ____CONTRACTOR’S CONTACT______________________ 
CONTRACTOR’S COMPANY NAME  
COMPANY ADDRESS 
CITY, STATE ZIP CODE 

 
 

• All correspondence from the Contractor to the City shall be addressed to: 
 

___________________, Managing Engineer 
Attn: ___________________, Project Manager 
City of Houston 
Engineering & Construction Division, Construction Branch   
611 Walker Street, 17th Floor  
Houston, Texas 77002 

 
 
 

3. Notice to Proceed and Contract Time 
 
 
 

4. Office of Business Opportunity 
 
 
 

5. Play or Pay Program (POP) 
 
 
 



6. Document 01110 (Information to be supplied from Document 01110) 
 
A. Detailed Project Scope 

 
 

• Coordination with Others 
 
 

• Tree and Plant Protection and Removal 
 
 
• Geotechnical /ESA Issues  

 
 

B. Cash Allowances 
 
 

C. Work Sequences 
 
 

D. Street Cut Ordinance 
 

 
 

7. Testing Lab and Scheduling of Testing Inspection 
 
 

 
8. Citizen Notification 

 
 
 

9. Field Office 
 
 
 

10. Project Sign 
 
 
 

11. Schedule  
 
 
 

12. Liquidated Damages 
 
 
 

13. Submittal(s) and Project Start Check List 
 
 



 
14. Progress Payments  

 
 

 
15. Change Order 

 
 

 
16. Final Payment 

 
 
 

17. Utility Coordinating: 
 
 
 

18. Traffic Control 
 
 

 
19. Cleaning 

 
 
 

20. Record Documents, Specifications, Drawings 
 
 
 

21. Payments and Completion (Article 9, Document 00700) 
 
 

 
22. Contractor Representations (Article 5, Document 00520) 

 
 
 

23. Changes in the Work 
 
 

 
24. Resolution of Known Issues 

 
 

 
25. Project Contact Information 

 
 
 

26. Questions? 
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Notification of Capital Improvement Plan 
Construction Project in the  XXXXX  area 

 
In order to keep pace with the growing needs of the community, the City of Houston 
Department of Public Works and Engineering will be improving the (xxxxxxxxx) in 
the area described below. The contractor for this project is (xxxxxxxx) and work will 
start on (xxxxxxxxxx), and is scheduled to end on (xxxxxxxx).  You may not see any 
activity by the contractor for several weeks after the construction time has begun. 
This is due to the contractor getting prepared to perform work which includes 
procurement of materials and equipment, setting up staging areas or working in 
other areas in the project.  
  
(Optional is the work is done on city facilities: The work will take place within the 
confines of the plant and should not add to significant traffic congestion on street 
name.) 
  
A detailed description and contact information is listed below: 
 
WBS No.:  
 
Project Description:  
 
Construction Cost:  
 
Streets involved in construction:   
 
Project Location(s):  
Construction Firm:  
Construction Firm Project Manager: name, phone number  e-mail 
                                                                                          
City of Houston Inspector: name, phone number  e-mail 
 
City of Houston Project Manager: name, phone number  e-mail 
 
City of Houston Managing Engineer: name, phone number  e-mail 

 
 
 
If you have questions about the construction phase please contact the Construction 
Management and Inspection Project Manager or the City of Houston Project Manager 
listed above.  If the issue is not resolved to your satisfaction please contact the City 
of Houston Managing Engineer listed above or Tim Lincoln, Senior Assistant Director, 
Construction Branch at (713) 837-7074 or e-mail at tim.lincoln@cityofhouston.net. 
 

mailto:craigellington@industrialtx.com
mailto:craigellington@industrialtx.com
mailto:craigellington@industrialtx.com
mailto:craigellington@industrialtx.com
mailto:tim.lincoln@cityofhouston.net




 
 
 
 

 
CITY OF HOUSTON 

Public Works and Engineering Department 
Engineering & Construction Division 

 
ReBuild Houston is working for you.  The City of Houston’s Public 
Works & Engineering (PWE) Department is constructing the 
following project in your area:   
 
Project Name:  _______________________________________ 
WBS #:  ____________________________________________ 
Dates of Construction:  ________________ to ______________ 
 
The work will include:   

  Storm Sewer         Street Paving   Street Lights 
  Water Lines         Sidewalks    Street Overlay 
  Sanitary Sewer          Driveways      

Your public utility service will: 
  Be affected   Not be affected 

Access to your driveway will: 
  Be affected   Not be affected 

 
The Contactor performing the work is: 
 
        _____________________________________________ 
For immediate issues with construction, please contact the contractor’s 
personnel (available 24/7) at: 
 
Foreman:  _______________________________ Cell:  _____________ 
 
Superintendent:  __________________________ Cell:  _____________ 
 
Contractor:  ______________________________ Office: ____________ 
  
For more information on this project, please contact the Houston Service 
Center by dialing 3-1-1 or (713) 827-0311; access www.houstontx.gov and 
click on the 3-1-1 icon or download our mobile app for Android & Apple 
iOS.  You may also send an e-mail to PWECIP@houstontx.gov.  
 
As in all construction work, there will be designated work areas for 
excavation and moving equipment.   Please be advised to exercise appropriate 
caution when traveling in or through these areas.  Also, there may be times 
that water and/or sewer service may temporarily be lost.  Every effort will be 
made to inform you of planned shutdowns of service.  However, emergency 
situations may arise which may force the immediate shutdown of service.  In 
these instances, every effort will be made to restore your service as quickly as 
possible. 
 
Driveway access will be affected as a part of this project.  There will be times 
you may have to share a driveway with your neighbor while pavement/ 
driveways are being replaced in front of your house.  All work is to be 
performed within the City’s right-of-way (ROW).  This ROW extends 5 to 20 
feet from the back of the existing curb, depending on the area.   
 
During the design of this project, an arborist was engaged to perform an 
assessment of the trees in the area and to develop a tree protection plan.  This 
plan will be implemented by the contractor to ensure adequate protection of 
the trees during construction. 
 
Restoration of yards, sprinkler system, etc. will occur once all construction is 
complete on the street.  If your spinkler system is broken by the construction, 
please contact 311 to report the break and PWE will ensure that the 
contractor makes the repair as quickly as possible. 
 
The contractor has taken pre-construction photos of the project.  If you 
perceive that damage has been done to your property, please report the 
damage via 3-1-1 and PWE will meet with you to review the damage.  
 

REBUILDHOUSTON.org 
better streets. better drainage. better future. 

http://www.houstontx.gov/
mailto:PWECIP@houstontx.gov


 
 

                   
 
 
 
 

 
REBUILDHOUSTON.org 

better streets. better drainage. better future. 
 
 
The ReBuild Houston Initiative is the City of 
Houston’s voter-initiated plan to rebuild 
drainage and street infrastructure.  ReBuild 
Houston will improve the quality of life and 
mobility for residents through the 
reconstruction and proper maintenance of 
drainage and street improvements. 

 
 
 
 
 

Annise D. Parker, Mayor 
 
 

Ronald C. Green, City Controller 
 

Council Members 
 
Helena Brown 
Jerry Davis 
Ellen Cohen  
Wanda Adams 
Dave Martin 
Al Hoang 
Oliver Pennington 
Ed Gonzalez 

James Rodriguez 
Mike Laster 
Larry Green 
Stephen C. Costello 
Andrew C. Burkes, Jr. 
Melissa Noriega 
C.O. “Brad” Bradford 
Jack Christie 

 
 
 
 

 

 





















































































Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2408 
www.houstontx.gov 

 

(Date) 

 
(Contact Person Name) 
(Construction Company) 
(Contractor Address)  
(City, State & Zip Code) 

 
 RE:     Project Name 
        WBS No. (Number); Outline Agreement No. (Number) 
            BEHIND LETTER 
 
Dear (Contact Person Name): 
 
I am writing to express our concern regarding the lack of progress on the referenced project. 
Progress on the above referenced project has been unsatisfactory to the City of Houston.  As of 
(Last Estimate Cut-off Date), the work was XX.XX% complete with XX.XX% of the Contract 
Time used. At this rate, it does not appear you will be able to achieve substantial completion 
within the Contract Time.  
 
Please be advised, in accordance with Document 00800, Paragraph 9.12.1.1, liquidated 
damages will be imposed at $X,XXX.00 per calendar day for each and every calendar day of 
delay beyond the Contract completion date. Please submit your revised construction schedule 
immediately to reflect your attempts to complete the project on time. 
 
Should you have any questions regarding this matter, please contact me at (832) 395-XXXX. 
 
Sincerely, 
 
 
 
 

(Construction Project Manager Name) 
(Construction Project Manager Title) 
Construction Branch 
Engineering and Construction Division 
 
XX:xx 
H:\E&C Construction\Const Process Manual 2011\FORMS\Chapter 3 - Progress Construction\Process 3.4 - Process Pay Estimates\Behind 
letter.doc 

 
ec: Managing Engineer      
            File No. X-XXXXXX-XXXX-4 (2.1)      

 

























































































[Short Project Name]  

WBS No. [WBS No.]  REQUEST FOR INFORMATION  
 

 
00931-1 

02-01-2004 

Document 00931 
 

REQUEST FOR INFORMATION 

 

 1. PROJECT No.:     [WBS No.]  

 
 2. RFI No.:   
 

 3. PROJECT NAME: [Legal Project Name]  

 

 4. CONTRACTOR:    [Contractor Name]  

 
 5. CONTRACT No.:   
 
 6. SPECIFICATION Nos.:   
 
 7. DRAWING Nos.:   
 
 8. RESPONSE CODE:  [   ]  CRITICAL     [   ]  ROUTINE 9.DATE RESPONSE REQUIRED:   
 
10. INFORMATION REQUIRED: 
 
 
 
 
 
 
 
 
11.      

CONTRACTOR (Signature)  TITLE DATE 
 
12. RESPONSE: 
 
 
 
 
 
 
 
13.      

PROJECT MANAGER (Signature)  DATE 
 

14. If Contractor believes the response given in Item 12 requires an adjustment in Contract Price or Contract 

Time, Contractor shall submit a timely proposal so as not to delay Contractor’s Work in accordance with 

General Conditions, Article 7 - Changes in the Work. 
 

 
END OF DOCUMENT 

 

 

 

 
 



[Short Project Name]  

WBS No. [WBS No.]  REQUEST FOR INFORMATION  
 

 
00931-2 

02-01-2004 

 
 

INSTRUCTIONS 
 
 
 
PURPOSE:  A Request for Information (RFI) is used to request clarification regarding any portion of the Contract 
Documents.  An RFI is the formal communication tool between Contractor and Construction Manager (CM).  The 
response may result in a Request for Proposal, Work Change Directive, or Change Order.  Most changes that 
affect the cost or schedule of a Contract originate from RFIs. 
 
APPLICATION:  The Contractor uses this form when initiating a request for information.  Other participants in the 
Project may also use the RFI to obtain clarification of the Contract Documents. 
 
RESPONSE:  Unless otherwise advised by the Construction Manager (CM), a routine response to an RFI will be 
provided within 30 days.  If the matter is critical, potentially imposing immediate delay or work stoppage, a 
response in less than 30 days may be requested. 
 
The following instructions correspond to the numbers provided on the form.  Items 1 through 11 are normally 
prepared by the Contractor.  The CM responds with Items 12 and 13. 
 

1. Insert the WBS number for the project with the fill number in parentheses. 
 

2. Insert a sequential RFI number as assigned by the CM. 
 

3. Insert the project name as stated in the Contract Documents. 
 

4. Insert the name of the Contractor performing the Work. 
 

5. Insert the Contract number for the project as assigned by the Controller’s office. 
 

6. Insert the Specification number(s) for which the requested information is required. 
 

7. Insert the Drawing number(s) for which the requested information is required. 
 

8. Indicate in the box provided whether the information requested is critical or routine. 
 

9. Insert the due date for response with the requested information. 
 

10. Describe the required information sufficient for response without further clarification or communication. 
 

11. Requestor signs, indicates title, and dates RFI. 
 

12. The City Project Manager/Project Engineer responds to the information request with sufficient detail so 
that further clarification or communication is unnecessary.  Attach detailed clarification or sketches, as 
required, including information prepared by the design consultant. 
 

13. The City Project Manager/Project Engineer signs and dates the response. 
 

14. This paragraph specifies a timely request for additional compensation or time extension. 
 
 
 



























WORK CHANGE DIRECTIVE Project No. X-XXXXXX-XXXXX-4 

PROJECT NAME 

Document 00940 
 

WORK CHANGE DIRECTIVE / WCD No. X 
 

PROJECT PROJECT NAME 

  
 

Brief description of changes in the work: 
 

     A.         

1.01           DESCRIPTION OF CHANGES 

You are hereby directed to make the following changes in the Work, as described below and specified 

or show on attachments, if applicable. 

REFERENCE RFIs/RFPs: 

Address for Written Notice CONTRACTOR’S ADDRESS 

Contractor and CONTRACTOR’S NAME 

TO: 

CONTRACT  PROJECT No.: X-XXXXXX-XXXX-4 OUTLINE AGREEMENT # 

00940 - 1 
10-12-2011 



WORK CHANGE DIRECTIVE Project No. X-XXXXXX-XXXX-4 

PROJECT NAME 

     A.          Contract Price 

Amount 
($) 

Unit Price 
($) 

Description Spec. Qty Item # Unit 

XXXXX ITEM DESCRIPTION   XX.XX  XXX.XX XX.XX W-X XX 

$XXX.XX Subtotal: 

 
 

Justification for change(s): 
 

     B.         

1.02           PROPOSED ADJUSTMENTS 

00940 - 2 
10-12-2011 



WORK CHANGE DIRECTIVE Project No. X-XXXXXX-XXXX-X 

PROJECT NAME 

NOTICE TO PROCEED BY THE CITY 
Signature by City Engineer indicates Notice to Proceed to Contractor for the described Work and 
outlines proposed method of adjustment in Contract Price and Contract Time.  Contractor shall 
commence with the Work associated with this Work Change Directive no later than 
___________________ and shall proceed to complete this Work in a reasonable period of time in 

accordance with Document 00700, paragraph 7.2.2.    

NAME, Senior Assistant Director NAME, Managing Engineer Date Date 

ACCEPTANCE BY CONTRACTOR 
Signature   by   Contractor   indicates   Contractor's   agreement   with   the   above   

proposed adjustments in Contract Price and Contract Time.                

Date Contractor Signature and Title 

Proposed time extension: XX   days.  

 

[       ]     As provided in subparagraph of General Conditions. 
[       ]     As follows: 

Comments:  

1.03        

1.04         

     B.         

00940 - 3 
10-12-2011 



 

WORK CHANGE DIRECTIVE Project No. X-XXXXXX-XX-4 

PROJECT NAME 

TOTAL VALUE OF INCREASES OUTSIDE OF GENERAL SCOPE OF WORK 
 
A. Including this Work Change Directive, the following table is provided to track conditions  
   related to Paragraph 7.1.2.3 of Document 00700 - General Conditions                
                    

1.05         

EXECUTIVE SUMMARY 

C. Previous Work Change Directives 

D. This Work Change Directive 

E. Revised Contract Amount 

$0.00 

$XXX.XX 

$X,XXX,XXX.XX 

   0.00% 

   X.XX% 

 XXX.XX% 

C. Previous Work Change Directives 

MONTH XX, YEAR 

MONTH XX, YEAR 

MONTH XX, YEAR 

XX Days 

0 Days 

0 Days 

E. Revised Contract Amount 

D. This Work Change Directive 

A. Original Contract Time 

MONTH XX, YEAR 

MONTH XX, YEAR 

0 Days B. Previous Change Orders 

XX Days 

 EXECUTED WCD & 

CHANGE ORDERS 
AMOUNT ADDED % OF ORIGINAL 

CONTRACT AMOUNT 
DAYS 

ADDED 
COMMENTS 

Original Contract Amount $X,XXX,XXX.XX    

X $XXX.XX    X.XX%  X 

Previous CO - Subtotal $XX,XXX.XX    X.XX% X  

X 

 X    X.XX% $X.XX Previous WCD - Subtotal 

 X    X.XX% $X.XX 

WCD #X 

 X    X.XX% $XX,XXX.XX TOTALS 

 X X.XX% $XXX.XX 

END OF DOCUMENT 

CC:    

00940 - 4 
10-12-2011 











Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2408 
www.houstontx.gov 

 

(Date) 
 

(Consultant Representative) 
(Name of Consultant Firm) 
(Consultant Address) 
(City, State, Zip Code) 
 

Re:   (Project Name)  
 WBS No. (Number) 
 Outline Agreement No. (Number) 
 ERRORS AND OMISSIONS - CHANGE ORDER NO. (Number) 
 

Dear Mr./Mrs. (Consultant Representative Name): 
 

The City of Houston (City) is processing Change Order No. (Number) for the above 
referenced project for approval. At this time, the City is in the process of determining the 
cause for this Change Order and its associated cost. 
  
Enclosed for your review is a copy of Change Order No. (Number) and related documents.  We 
request that you review these documents carefully and provide your opinion of the causes that 
necessitated the Change Order. We will use your information in conjunction with information from 
the City’s staff and the Contractor to determine if any additional analysis or action by the City is 
warranted. Your response within 30 days of this letter’s date will be appreciated. 
 

Should you have any questions concerning this matter, please feel free to contact me at your 
convenience at (Phone Number) or (Project Manager’s Name), (Project Manager’s Title), 
Construction Branch at (Phone Number). 
 

Sincerely, 
 
 
 
(Senior Assistant Director’s Name) 
Senior Assistant Director 
Construction Branch 
Engineering and Construction Division 
 

XXX:XXX:xx 
H:\E&C Construction\Office Admin\Construction Management Manual\Forms\Chapter 3 - Progress Construction\Process 3.8 - 
Prepare Change Order\Errors & Omissions Letter.docx 

Attachment: A Copy of Change Order No. (Number) 
 

ec: Engineering Sr. Assistant Director  Construction Project Manager 
 Engineering Managing Engineer  Engineering Project Manager 
 Construction Admin. Manager  Construction Office Admin. 

 Project File (WBS No./Code) 











 

 

CITY OF HOUSTON 

Department of Public Works & Engineering 
     Construction Management & Inspection Service Contract 

Estimate for Payment 
 
 
 

WBS No:          City of Houston Estimate No.:  Consultant’s Invoice No.:  
File No.:     Date From: To:   M/WBE % GOAL: 
Project Description:    Contract No.:    M/WBE % UTILIZATION:   

Date of Contract:    Insurance Exp. Date:  
Contract Exp. Date:   Drug Policy Due Date:    

     
FIRM: 
ADDRESS: 
TELEPHONE NO.: (      )       - 
 
 

CONTRACT APPROPRIATIONS:      
 

Ordinance 

Number 

Date Passed WBS Number Project Name Amount 

Appropriated 
XXXX-XXXX XX/XX/XXXX X-XXXXXX-XXXX-4  $X,XXX,XXX.XX 

     

     

TOTAL    $X,XXX,XXX.XX 

 
 

CONTRACT AUTHORIZATIONS:      
 

Work 

Authorization 

Number 

Date Issued WBS Number Project Name Amount 

Authorized 

XXXXXXXXXX XX/XX/XXXX X-XXXXXX-XXXX-4  $X,XXX,XXX.XX 

     

     

TOTAL    $X,XXX,XXX.XX 

 

INVOICE INFORMATION (see attached Task Cost Summary): 
 
Total Invoiced To Date:  $X,XXX,XXX.XX 
Previously Invoiced:   $X,XXX,XXX.XX 

Total Amount Due This Invoice $X,XXX,XXX.XX 
  
 
Received by:           Certification by firm: _______________________      
  Contract Administrator  Date Signature and Title     Date 

 
 
Reviewed:        Approval:         

Supervising Engineer/Sr. Project Manager  Date          Recommended    Managing Engineer Construction Section  Date 
 
 
Reviewed:        Approved:          

Managing Engineer Design Section  Date   Director     Date 
Department of Public Works & Engineering 





















 
 

 
 

 CITY OF HOUSTON 
 

Public Works and Engineering 
Department 

 

   Interoffice         
 

Correspondence                      
 

 

 
To: 

 
(City Engineer’s Name) 

City Engineer 

 
From: 

 
Senior Assistant Director 

Construction Branch 

Engineering and Construction 

 
 

 
Date: 

 
 

 
 

 
 

 
Subject: 

 
REQUEST FOR ENGINEER'S DECISION; 

CONTRACT # (46000XXXXX); 

WBS NO. (X-XXXXXX-XXXX-4); 

(PROJECT NAME – ISSUES) 

 

 
The enclosed request from (Contractor’s Name) is forwarded for decision of the City Engineer per 
General Conditions, paragraph 4.4.  This City’s position with regard to the claim, given information 
available to this point, is that the claim should be denied, with the following basic considerations: 
 

 (Provide all considerations using the Claim Consideration Letter) 
 

Please let me know if you require any further standard data from the project file to support your decision. 

 

 

 

 

 

  (Senior Assistant Director’s Name)  

 

 

 

 

XXX:XXX:xxx  
H:\E&C Construction\Office Admin\Construction Management Manual\Forms\Chapter 3 - Progress Construction\Process 3.10 - Analyze and 
Settle Claims\IOC Request for Engineer's Decision.docx 
Attachment:  xxxxxxxxxxx 
 

ec: Deputy Director    Project Manager 

 Managing Engineer    Contractor 

 Project File (WBS No./2.1) 

 

 



























Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 

 

(Date) 
 
(Contact Person Name) 
(Contractor Company) 
(Contractor Address) 
(City, State & Zip) 
 
 
Re: (Project Name) 
 WBS No. (Number) 
 Outline Agreement No. (Number) 
 SUBSTANTIAL COMPLETION INSPECTION 
 
Dear (Contact Person Name): 
 
Please be advised that the Substantial Completion Inspection of the referenced project will be 
conducted at (Time) on (Day), (Date).  All interested parties will meet at the intersection of 
(Streets), Key Map Grid (Number XXX-X). 
 
If you should have any questions regarding this inspection, please contact (Project Manager’s 
Name), (Project Manager’s Title), at (Phone Number) at your earliest convenience. 
 
 
Sincerely, 
 
 
 
 
(Managing Engineer’s Name) 
Managing Engineer 
Construction Branch 
Engineering & Construction Division 
 
XXX:XXX:xxx 
 

ec:  Sr. Asst. Director  Storm Sewer Maintenance Senior Inspector 
            Engineer of Record  Jim Boxley   Mike Cook (SRR Funding) 
 Utility Operations/Maint. Design Project Manager Signal Operations 
 ROW Maintenance  Owner’s Representative  
 Traffic Maintenance  Nick Garefalos (UCS - if water meter is touched) 
 Project File (WBS No./Code) HCFCD Rep (if permit req’d) 
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Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 

 

(Date) 
 
 
(Contact Person Name) 
(Contractor Company) 
(Contractor Address) 
(City, State & Zip) 
 
 
Re: (Project Name) 
 WBS No. (Number) 
 Outline Agreement No. (Number) 
 SUBSTANTIAL COMPLETION GRANTED  
 
Dear (Contact Person Name): 
 
As required by General Conditions Article 9.10.2, the City inspected and is hereby issuing the 
attached Certificate of Substantial Completion for the project referenced above.  Attached to this 
Certificate of Substantial Completion is a list of items which are considered incomplete or 
incorrect and shall be completed or corrected as stated in the terms of the Certificate.   
 
In order to proceed with the closeout of this project, the following items are required to be 
submitted: 
 
 

• Certification of Payment to Subcontractors and Suppliers – Document 00642 – 2 
Originals 

• Contactor’s Certificate of Final Completion – Document 00673 – 2 Originals 
• Final Payrolls Submitted to Mayor’s Office of Business Opportunity 
• Record Documents (As-Builts) delivered 
• Consent of Surety – 2 Originals of Each: 

o Retainage Reduction from 5% to 4% 
o Retainage Reduction from 4% to 1% 
o Consent to Final Payment  

 
 
 
 
 
 
 
 
 



Substantial Completion Granted  
Date 
Page 2  
 
 
If you should have any questions concerning this matter, please feel free to contact me at 
(Phone Number) or (Project Manager’s Name), (Project Manager’s Title), at (Phone Number) at 
your earliest convenience. 
 
Sincerely, 
 
 
 
 
(Managing Engineer’s Name) 
Managing Engineer 
Construction Branch 
Engineering & Construction Division 
 
XXX:XXX:xxx 
 

 
ec:  Deputy Director   Storm Sewer Maintenance  
 Sr. Assistant Director   Design Consultant   
 Senior Inspector   Design Project Manager  
 Utility Operations/Maintenance Owner’s Representative  

Row Maintenance   Mike Cook (SRF Funding) 
Project File (WBS No./Code)   

 





 
 

To: 

 

 

 

 

 

      

 

Felix Johson, P.E. 
Assistant Director 
General Services Division 
 

      

 
From: 

 

 

 

Date: 

 

Subject: 

 
Managing Engineer 
Construction Branch 
Engineering & Construction Division 

Date 

PROJECT NAME 
WBS NO. (NUMBER) 
TRANSFER OF POWER, WATER AND 
TELEPHONE SERVICES 

 
 
 
The above-referenced project is substantially complete.  Please transfer utility and telephone 
services to (ADDRESS) to the city of Houston.  Please take the necessary steps in processing this 
request for transfer and payment in accordance with the following attachments: 
 

1. Transfer of Service Agreement – SWB 
2. Utility Transfer Request Data Sheet 
3. Current Southwestern Bell Telephone bill 
4. Current City of Houston water bill 
5. Current Reliant Energy electricity bill 
6. Current CenterPoint Energy gas bill 

 
If you need any further information, please call (Project Manager) of my staff at (Phone Number). 
 
 
 
 
        (Managing Engineer’s Name) 
 
XXX:xxx 
 
 
Attachments 
 
ec: Deputy Director    Project Manager 
 Sr. Assistant Director     Contractor 
 Project Manager    Project File (WBS No./Code) 
     
 

Interoffice 
Correspondence 
 

Public Works and Engineering 
Department 

 

CITY OF HOUSTON 



 

 

 Utility Transfer Request Data Sheet 
 
 
Effective Date of Utility Transfer:  

(Substantial Completion Date) 
Project Manager:  

Phone #:  

 
 

 Facility Information 
 
Facility Name:  

GFS No.:  

File No.: 

Service Area:  

 

 

 Contractor Information 
 
Contractor Name:  

Contractor Phone:  

Contractor Fax: 

Contact Individual:  

 

 

 Account Information 
 
 Electric 
 
Account Name:         Attach copy of Contractor’s last bill. 

Meter No.: 

Deleting Old Meter No.:  

 

 Gas 
 
Account Name:         Attach copy of Contractor’s last bill and 
 

Telephone 
   
Account Name:         Attach copy of Contractor’s last bill and  
 
Phone No. To be Transferred:      Attach original Southwestern Bell “Transfer of  
Service Agreement” signed by the Contractor. 
 

  Water 



 

 

 
Account Name:         Attach copy of Contractor’s last bill.



 

 

 TRANSFER OF SERVICE AGREEMENT 

 

 
 
I hereby release the use of telephone number    
 
to___________________________________________________________________. 
 

Executed this ________ day of _______________________, 20_______ 
 
 

_____________________________________ 
OFFICER OF PRESENT CORPORATION 

 
 

_____________________________________ 
TITLE 

 
 

_____________________________________ 
PRESENT OWNER OR PARTNER 

 
 
 
I hereby assume all charges outstanding on the telephone number _______________ 
either billed or unbilled, including charges for white page directory advertising or white 
page listings.  Directory advertising includes directory associated with the telephone 
number in the white pages of the current issue of the directory as well as for 
subsequent issues as described in an application for white page advertising signed by 
the present customer. 
 

Executed this ________ day of ______________________, 20_______ 
 
 

_____________________________________ 
OFFICER OF NEW CORPORATION 

 
 

_____________________________________ 
TITLE 

 
 

_____________________________________ 
NEW SOLE OWNER OR PARTNER 



 
 

To: 

 

 

 

 

 

      

 

Leaneice Brown 
Project Manger 
Traffic Engineering & Management Area 

      

 
From: 

 

 

 

Date: 

 

Subject: 

 
Project Manager 
Construction Branch 
Engineering and Construction Division 

DATE 

PROJECT NAME; 
WBS NUMBER: X-XXXXXX-XXXX-X; 
STREET LIGHTS 

 
 
 
 
This memo is to inform you that all digging on [Street Name or Project Area] have been completed 
on the subject project.  Maps have been attached for CenterPoint Energy’s convenience which 
identifies the boundaries of this project.  Please contact CenterPoint Energy and request the street 
light service to be restored in these areas. 
 

Please ask them to be careful when they dig and watch out for service lines.  Any City facilities 
which are impacted as a result of their work remains their responsibility. 
 
Should you have any questions, please contact me at 832-395-XXXX. 

   
 
 
              

 
[Project Manager’s Name] 

 

 

 
 
XXX:xxx 
 

  

ec:    [Managing Engineer’s Name] 

WBS No. X-XXXXXX-XXXX-X (2.5) 
 

 
 

 
 

Interoffice 
Correspondence 
 

Public Works and Engineering 
Department 

 

CITY OF HOUSTON 













Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 

 

(Date) 
 
(Contact Person Name) 
(Contractor Company) 
(Contractor Address) 
(Contractor City, State & Zip) 
 
Re: (Project Name) 

WBS No. (Number)  
Outline Agreement No. (Number) 
FINAL INSPECTION 

 
Dear (Contact Person Name): 
 
Please be advised that the Final Inspection of the above-referenced project will be conducted at 
(Time), (Day), (Date).  All interested parties will meet at the intersection of (Streets), Key Map 
Grid (Numbers XXX-X). 
 
If you should have any questions concerning this matter, please feel free to contact me at 
(Phone Number) or (Project Manager’s Name), (Project Manager’s Title), Construction Branch 
at (Phone Number) at your earliest convenience. 
 
Sincerely, 
 
 
 
 
(Managing Engineer’s Name) 
Managing Engineer 
Construction Branch 
Engineering & Construction Division 
 
XXX:XXX:xxx 
 
 
ec: Deputy Director   Owner’s Representative Mike Cook (SRF Funding) 

Sr. Asst. Director   Estimator   Engineer of Record 
Senior Inspector   Design Project Manager  Storm Sewer Maintenance 
Utility Operations/Maintenance Inspector   Row Maintenance 

 Signal Operations              Jim Boxley 
Project File (WBS No./Code)  Nick Garefalos (UCS - if water meter is touched) 
(Others as Necessary) 
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To: 

 

 

 

 

 

      

 

Council Member Name 
Council Member, District (Letter) 

      

 
From: 

 

 

 

Date: 

 

Subject: 

 
Senior Assistant Director 
Construction Branch 
Engineering & Construction Division 

(Date) 

PROJECT NAME; 

WBS NO. (NUMBER); 
FINAL INSPECTION 
 

 
 

 

Please be advised that the Final Inspection of the subject project has been scheduled and will be 

conducted at (Time), (Day), (Date).  All interested parties will meet at the intersection of (Streets), Key 

Map Grid (Number XXX-X). 

 

Should you have any questions concerning this matter, please contact (Managing Engineer’s Name), 

Managing Engineer, Construction Branch at (Phone Number) at your earliest convenience. 

 

 

 

 

 

                                                                 (Senior Assistant Director’s Name) 

 

XXX:XXX:xxx 

 

ec: Deputy Director 

Project File (WBS No./Code) 
  

Interoffice 

Correspondence 

 
Department of Public Works and Engineering  

CITY OF HOUSTON 











 

 

 
 

To: 

 

 

 

 

 

Attn: 

 

(Managing Engineer) 
Engineering Branch 

Design Project Manager) 

 
From: 

 

 

 

Date: 

 

Subject: 

 
Managing Engineer 
Construction Branch 
Engineering and Construction division 

(Date 

(PROJECT NAME) 
WBS NO. (NUMBER) 
CONTRACTOR'S RECORD DRAWINGS 
DRAWING NO. (NUMBER) 
 

 
 

 

 

The above-referenced project is complete.  The Substantial Completion date is (DATE).  We are 

transmitting the Record Drawings for your information.  After the information has been posted to the 

original drawing, please return this set so that it may be archived. 

 

  

 

 

 

                                                                      Managing Engineer’s Name 

 

XXX:xx: 

 

ec:  Senior Assistant Director 

 Administrative Manager 

 Project File (WBS No./Code) 

 
  

Interoffice 

Correspondence 

 
Department of Public Works and Engineering  

CITY OF HOUSTON 



 
 

To: 

 

 

 

 

 

      

 

(Contact Person Name) 
Managing Engineer 
(COH Division) 

      

 
From: 

 

 

 

Date: 

 

Subject: 

 
Managing Engineer 
Construction Branch 
Engineering & Construction Division 

(Date) 

PROJECT NAME; 
WBS NO. (NUMBER); 
O & M MANUALS 
 

 
 

 
 
Attached for your reference are four (4) copies of the Operation & Maintenance Manual for the 
(Description of Equipment) on the subject project.  
 
Please acknowledge receipt by signing below. If you have any questions, you may contact me at 
(Phone Number) or (Project Manager’s Name), (Project Manager’s Title) at (Phone Number). 
 
 
 
 
 
   (Managing Engineer’s Name) 
 
 
 
 
__________________________________ 
Name of Recipient 
 
 
__________________________________ 
Signature 
 
 
__________________________________ 
Date 
 
 
 
XXX:XXX:xxx 
 

Attachment(s)    
 
ec:  Project File (WBS No./Code) 

Interoffice 

Correspondence 

 

Public Works and Engineering 

Department 

CITY OF HOUSTON 















Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 

 

(Date) 
 
 
(Contact Person Name) 
(Company Name)  
(Company Address) 
(City, State Zip Code) 
 
Re: (Project Name) 
 WBS No. (Number), Contract No. (Number) 
 PRELIMINARY DRAFT OF THE FINAL ESTIMATE 
   
Dear (Contact Person Name): 
 
Enclosed herewith for your consideration is the Department of Public Works and Engineering 
Preliminary Draft of the Final Estimate covering the subject project.  Enclosed you will also find 
an Affidavit of Ownership or Control. 
 
The Preliminary Draft of the Final Estimate was prepared from information in the Construction 
files, our Inspector’s Daily Reports, and our Field Party measurements.  It is believed that the 
final estimate is correct.  Your attention is called to the condition that this estimate will represent 
the final payment due on the subject project.  Therefore, additional payments covering both 
Contract quantities and any Extra items cannot be made subsequent to the issuance of the 
Final Estimate.  The following procedures are required: 
 

1. Please check the Draft of the Final Estimate.  Should there be any questionable items, 
such items should be verified and reviewed with our Project Manager. If acceptable, the 
Estimate should be signed and returned to this office. 

2. The Affidavit of Ownership should be completed, signed, notarized and returned to this 
office. 

 
These items should be accepted or rejected and returned to this office within ten (10) working 
days from receipt of this letter.  Otherwise, the Final Estimate will be processed for final 
payment.  In addition, please provide the Consent of Surety for the reduction of retainage and 
final payment. 
 
 
 
  
 
 
 
 



Preliminary Draft of the Final Estimate  
Date 
Page 2 
 
 
Your prompt assistance and cooperation in expediting this matter will be greatly appreciated.  
Should you have any questions or require additional information, please contact me at (Phone 
Number) or (Project Manager Name), (Project Manager’s Title), Construction Branch at (Phone 
Number). 
 
Sincerely, 
 
 
 
 
(Managing Engineer’s Name) 
Managing Engineer 
Construction Branch 
Engineering and Construction Division 
 
XXX:XXX:xxx 
 
Enclosures 
 
ec: Sr. Assistant Director  

Senior Inspector 
Assistant Project Manager 

 File No. (WBS No./Code) 







  

 

PUBLIC WORKS AND ENGINEERING DEPARTMENT 
CONSTRUCTION DIVISION 

PERFORMANCE EVALUATION 
CONSTRUCTION CONTRACTOR 

GFS. NO. 

 

 
1.  Name and Address of Contractor: 
          
 
 
 
 
2.  Project Description: 

GFS No. (NUMBER) ; (PROJECT NAME) 
 
 
3.  A) Original Amount:    B) Award  Date:  
    C)    Final Amount: (Original and approved COs to date) D) Contract  Date:  
    E)   Work Completed Amount:   F) Notice to Proceed    
    G)   Calendar Days Allowed by Contract:              H) Planned Completion Date:  
     I)    Approved Additional Days:   J)  Revised Completion Date:  
     K)   Total Days Allowed:       L) Actual Completion Date: (Date of Subs. Compl.) 
     M)   Total Days Used:         
 
4.  Contractor:    Prime Contract    Subcontractor:                   
 
5.  Affirmative Action / Contract compliance: Evaluation and Rating 
 
     Outstanding     Standard      Unsatisfactory 
 
                                                                           Meets MBE/Goals. 
 
 
                                                                            Reason:                                                                       
  
 

                                                                                    
  
 

                                                                                    
  
 
 
                                                                                         
      Contract Compliance Officer      Affirmative Action / Contract Compliance Director 

 
 
 
 
 
 
 
 
 
     5/29/14 



 

 

1 

ORIG. DEPT.:_______________________   FILE/I.D. NO.:____________________________ 
 
 
INSTRUCTION:  ENTITIES USING AN ASSUMED NAME SHOULD DISCLOSE SUCH FACT TO AVOID REJECTION OF THE 

AFFIDAVIT.  THE FOLLOWING FORMAT IS RECOMMENDED: CORPORATE/LEGAL NAME DBA ASSUMED NAME.   

 
STATE OF  ____________ § 

    §  AFFIDAVIT OF OWNERSHIP OR CONTROL 

COUNTY OF ___________ § 

 
 

 BEFORE ME, the undersigned authority, on this day personally appeared 

__________________________________________________ [FULL NAME] (hereafter “Affiant”), 

_________________________________________ [STATE TITLE/CAPACITY WITH CONTRACTING ENTITY] of 

_____________________________________________________________ [CONTRACTING ENTITY’S 

CORPORATE/LEGAL NAME] (”Contracting Entity”),  who being by me duly sworn on oath stated as follows: 
 
 1.  Affiant is authorized to give this affidavit and has personal knowledge of the facts and matters herein 
stated. 
 
 2. Contracting Entity seeks to do business with the City in connection with 
________________________________________________________________________ [DESCRIBE PROJECT OR 

MATTER] which is expected to be in an amount that exceeds $50,000. 
 

 3.  The following information is submitted in connection with the proposal, submission or bid of 
Contracting Entity in connection with the above described project or matter. 
 

 4.  Contracting Entity is organized as a business entity as noted below (check box as applicable). 
 
 FOR PROFIT ENTITY:   NON-PROFIT ENTITY: 
 
 [ ]  SOLE PROPRIETORSHIP  [ ] NON-PROFIT CORPORATION 
 [ ] CORPORATION   [ ] UNINCORPORATED ASSOCIATION 
 [ ] PARTNERSHIP     
 [ ] LIMITED PARTNERSHIP 
 [ ] JOINT VENTURE 
 [ ] LIMITED LIABILITY COMPANY 
 [ ] OTHER (Specify type in space below) 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
_________________________________________________________________________  



 

 

2 

 

 5.  The information shown below is true and correct for the Contracting Entity and all owners of 5% or 
more of the Contracting Entity and, where the Contracting Entity is a non-profit entity, the required information has 
been shown for each officer, i.e., president, vice-president, secretary, treasurer, etc. [NOTE: IN ALL CASES, USE 

FULL NAMES, LOCAL BUSINESS AND RESIDENCE ADDRESSES AND TELEPHONE NUMBERS.  DO NOT USE POST OFFICE 

BOXES FOR ANY ADDRESS.  INCLUSION OF E-MAIL ADDRESSES IS OPTIONAL, BUT RECOMMENDED.  ATTACH ADDITIONAL 

SHEETS AS NEEDED.] 
 
 
 Contracting Entity 
  

 Name: _____________________________________________________ 

 Business Address [NO./STREET] _______________________________ 

[CITY/STATE/ZIP CODE] _____________________________________ 

  Telephone Number   (_____)_________________________ 

Email Address [OPTIONAL]  _______________________________ 

 Residence  Address [NO./STREET] _______________________________ 

[CITY/STATE/ZIP CODE] _____________________________________ 

  Telephone Number   (_____)_________________________ 

Email Address [OPTIONAL]  _______________________________ 
 

 
 5% Owner(s) or More (IF NONE, STATE “NONE.”) 
     
 Name: _____________________________________________________ 
 

 Business Address [NO./STREET] _______________________________ 
 

   [CITY/STATE/ZIP CODE] _______________________________ 
 
  Telephone Number   (_____)_________________________ 
 

Email Address [OPTIONAL]  _______________________________ 
 

 Residence  Address [NO./STREET] _______________________________ 
[CITY/STATE/ZIP CODE] _____________________________________ 

 
  Telephone Number   (_____)_________________________ 
 

Email Address [OPTIONAL]  _______________________________ 

 

 



 

 

3 

 

 6.  Optional Information 

 
 Contracting Entity and/or ___________________________________________ [NAME OF OWNER OR NON-
PROFIT OFFICER] is actively protesting, challenging or appealing the accuracy and/or amount of taxes levied 
against _____________________________________ [CONTRACTING ENTITY,  OWNER OR NON-PROFIT OFFICER] as 
follows: 
 

Name of Debtor:  _______________________________ 

Tax Account Nos.  _______________________________ 

Case or File Nos.  _______________________________ 

Attorney/Agent Name _______________________________ 

Attorney/Agent Phone No. (_____)_________________________ 

Tax Years   _______________________________ 

Status of Appeal [DESCRIBE] _______________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
     
 
 Affiant certifies that he or she is duly authorized to submit the above information on behalf of the 
Contracting Entity, that Affiant is associated with the Contracting Entity in the capacity noted above and has 
personal knowledge of the accuracy of the information provided herein, and that the information provided herein is 
true and correct to the best of Affiant’s knowledge and belief. 
 
 

_______________________________________ 
              Affiant 
 
 
 SWORN TO AND SUBSCRIBED before me this ______ day of _____________, 20_____. 
 
(Seal) 
 
       _______________________________________ 

Notary Public 
NOTE: 
This affidavit constitutes a government record as defined by Section 37.01 of the Texas Penal Code.  
Submission of a false government record is punishable as provided in Section 37.10 of the Texas Penal Code.  
Attach additional pages if needed to supply the required names and addresses. 
 
 
 
 
 





 
 

To: 

 

 

 

 

 

      

 

Morris Scott 
OBO 
Division Manager 

      

 
From: 

 

 

 

Date: 

 

Subject: 

 
Managing Engineer 
Construction Branch 
Engineering and Construction Division 
 
 DATE 

FINAL CLOSE-OUT INFORMATION 
 

 
 
The project listed below is currently in the process of final close-out by the Department of 
Public Works and Engineering.  It is expected that this action will occur within 30 days. 
 

Project Name:  NAME  
 
Project Number:  WBS No. X-XXXXXX-XXXX-4 
 
Prime Contractor:  NAME 
 
Work was last performed on this contract:  XX/XX/XXXX 
 
By copy of this memo, I am requesting a close-out letter pertaining to compliance items and 
completion of the attached Contract Performance Evaluation. 
 
Please return this form when forwarding the clearance letter to my attention at Construction 
Branch, 611 Walker, 17

th
 Floor, Houston, Texas 77002.  Thank you for your cooperation in this 

matter. 
 
 
 
   NAME, P.E. 
 
XX:XX:xx 
 
Attachment:  Contract Performance Evaluation 
 
cc: Sr. Assistant Director, P.E.  
 File:  X-XXXXXX-XXXX-4/21.0  
------------------------------------------------------------------------------------------------------------------------- 

(DO NOT WRITE IN THIS SPACE) 
 

RECEIVED BY (for Affirmative Action): 
 
    
 
Date:      

Interoffice 

Correspondence 

 

Public Works and Engineering 

Department 

CITY OF HOUSTON 



Council Members:   Helena Brown   Jerry Davis    Ellen R. Cohen    Wanda Adams    Dave Martin    Al Hoang    Oliver Pennington    Edward Gonzalez  

James G. Rodriguez    Mike Laster    Larry V. Green   Stephen C. Costello   Andrew C. Burks, Jr.    Melissa Noriega    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832-395-2500 
F. 832-395-2408 
www.houstontx.gov 

 

(Date) 
 
(Name of Engineer of Record)  
(Company Name) 
(Company Address)  
(City, State Zip) 
 
Re: (Project Name) 

WBS No. (Number) 
PHASE III EVALUATION 

 
Dear (Name of EOR), 
 
As part of the closeout procedure, the Construction Branch is required to evaluate design 
consultants on the Phase III services provided to the City of Houston upon contractor’s 
achievement of substantial completion. 
  
Attached for your review and signature is a copy of your performance evaluation. We request 
that you sign and provide any comments you may have to us in order to expedite the closure of 
the subject project. Your response by (Month Day, Year) would be appreciated. 
 
Should you have any questions, please contact me at (Telephone Number) or (Managing 
Engineer’s Name), Managing Engineer at (Telephone Number). 
 
Sincerely, 
 
 
 
 
(Senior Assistant Director’s Name) 
Senior Assistant Director 
Construction Branch 
Engineering and Construction Division 
 
XXX:XXX:xxx 
 
Enclosures: Performance Evaluation Form 
 
ec: Deputy Director    Administrative Manager 

Sr. Assistant Director (Engineering)  File No. (WBS No./Code)  
     
 



 

 

 
DEPARTMENT OF PUBLIC WORKS AND ENGINEERING 

Performance Evaluation 
Of 

Professional Engineers / Architects 
 

Project Name: . 
 

 
. 

 

Name of A/E: 
Project / File No.: 
Project Manager: 

 

Contract Period:   

Score Comments 

Phase III - Bidding and Construction 

Designer was timely, responsive and 
cooperative most of the time. 

1. Timely, Responsive and Cooperative (0 - 5) 4 

Appropriate Design Staff Remained Involved 
during most of the Construction period 

2. Appropriate Design Staff Remained Involved 
During Construction 

(0 - 5) 4 

Performed monthly site visits, took pictures and 
properly recorded each visit most of the time. 

3. Monthly Site Visits Properly Performed and 
Recorded 

(0 - 5) 5 

Bid documents were accurate and legible 4. Accurate and Legible Bid Documents (0 - 5) 5 

Responsive 5. Special Conditions (permit requirements of other 
special conditions) Adequately Addressed During 
Effort 

(0 - 5) 4 

Final Construction cost was 1.48% over the low 
bid excluding scope changes 

6. Final Construction Cost Within 5% of Low Bid 
excluding scope changes 

(0 - 10) 10 

As-Builts were compiled and submitted to City 
Prior to City Council Acceptance of Project 

7. As-Builts Accurately Compiled and Submitted to 
City Prior to City Council Acceptance of Project 

(0 - 5) 5 

SUB TOTAL =  37 (0 - 40) 

8. 70% of bid items were within 5% of the plan 
quantity for each item. 

Quality of Bid Document passed on overruns and 
under runs 

(-5 - 5) 2 

9. Average response time was 7 days Timely responses to RFI's (0 - 5) 3 

10. Change Orders required to correct errors or 
omissions resulted in cost increase of 0.04% to 
the contract amount 

Change Orders required to correct errors or 
omissions 

(-10 - 0) -5 

TOTAL OVERALL SCORE 
Phase III 

(Max 50) 37 

3 



 

 

 

 
 DEPARTMENT OF PUBLIC WORKS AND ENGINEERING 

Performance Evaluation 
Of 

Professional Engineers / Architects 
 

Project Name: . 

 

  

 

Name of A/E: 
Project / File No.: 
Project Manager: 

 
 

Contract Period:   

Evaluated by: 

Project Manager 

Managing Engineer 

Consultant 

Approved 

Approved 

Approved 

Sr. Assistant Director 

Deputy Director 

Director 

Date 

Date 

Date 

Date 

Date 

Date 
(Required for scores below 20) 

 

(Required for scores above 45 or below 25) 

(Consultant may submit comments.  If submitted, comments 
will be attached hereto.) 

Phase III - Bidding and Construction 

4 









Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 

 

(Date) 
 
 
(Name of CM Contract Holder) 
(Company Name) 
(Company Address) 
(City, State Zip) 
 
Re:  (Project Name) 
 WBS No. (Number) 
 CONSTRUCTION MANAGEMENT EVALUATION 
 
Dear (Name of CM Contract Holder): 
 
As part of the closeout procedure, the Construction Branch is required to evaluate construction 
management firms on services provided to the City upon contractor’s achievement of project 
completion. 
 
Attached for your review and signature is a copy of your performance evaluation.  We request 
that you sign and provide any comments you may have as soon as possible in order to expedite 
the closure of the subject project. Your response by (Month Day, Year), would be appreciated.   
 
Should you have any questions, please contact me at (Telephone Number) or (Managing 
Engineer’s Name), Managing Engineer, at (Telephone Number). 
 
Sincerely, 
 
 
 
(Senior Assistant Director’s Name) 
Senior Assistant Director 
Construction Branch 
Engineering and Construction Division 
 
XXX:XXX:xxx 
 
Attachment: Performance Evaluation 
 
ec: Administrative Manager 
 CM PM Name   
 File No. (WBS No./Code) 
 



DEPARTMENT OF PUBLIC WORKS AND ENGINEERING 

Performance Evaluation of Construction Management and Inspection Services 
 

Name of Firm:                                        

Project/File No  

Project Manager:    

Contract Period:      

 

 Score          Comments 

Initiate Construction 

 

1.  Prepare distribute pre-construction documents. ________      ________________ 

   (0 – 5) 

   

2. Project planning and organization, includes staffing plan ________      ________________ 

 and project briefing. (0 – 5)  

 

3. Prepare and conduct pre-construction meetings and ________      ________________ 

 distribute meeting minutes. (0 – 5)  

 

                                            SUB TOTAL =  ________ 

  (0 – 15)  

Progress Construction 

 

4.   Schedule and conduct  Monthly Progress Meetings.          _______  ________________ 

    (0-5) 

 

5.   Prepare and process Daily Construction  Reports.  _______            _________________ 

    (0-5) 

 

6.    Process and respond to RFI’s and Submittals.    _______ __________________ 

    (0-5) 

 

7.    Prepare and process Pay Estimates.  _______ __________________ 

    (0-5) 

 

8.    Prepare and process Requests for Proposals and      ________ __________________ 

       Change Orders.   (0-5) 

 

9.  Manage CM resources  ________ ________________ 

    (0-5) 

 

10.  Implement, utilize, and maintain CIPMS  ________ __________________ 

    (0-10) 

 

11. Support community relations and resolve Customer  ________ ________________ 

   Service Requests.  (0 - 10) 

 

12. Verify and enforce the contractor’s compliance with    ________ ________________

 contract documents.  (0-10) 

 

13.  Advise/resolve construction conflicts and issues.  ________ ________________ 

  (0- 5) 

 

14. Demonstrate effort to fulfill M/WBE goal.  ________ ________________ 

  (0-5) 

 

                                               SUB TOTAL =  ________ 

  (0-70) 

 

 

 



Close Construction 

15. Schedule and coordinate substantial completion inspection  _______  ________________ 

including  preparation and resolution of punch list items. (0 – 5) 

16. Schedule and coordinate Final Inspection. ________ ________________ 

(0 - 5) 

17. Preparation of closeout documents and submittal of record  ________  ________________ 

documents to the City. (0 - 5) 

 SUB TOTAL =   ________ 

 (0 –15) 

TOTAL OVERALL SCORE ________ 

Phase IV (Max 0-100) 

Evaluated by: 

_____________________________________  ______________________ 

Project Manager   Date 

_____________________________________  ______________________ 

Managing Engineer   Date  

_____________________________________  ______________________ 

Consultant  Date 

(Consultant may submit comments. If submitted, they will be attached hereto.) 

Approved 

_____________________________________          _______________________ 

Sr. Assistant Director           Date  

Approved 

__________________________________        ______________________ 

Deputy Director    Date  

(Required for scores above 90 or below 70) 

Approved 

__________________________________  _____________________ 

 Director   Date 

(Required for scores above 90 or below 60) 



Project No. WBS No.

RCA for:

A.      With Request for Council Action

 A1 File Notes

A2 RCA Routing Form  (Original on Pink Form)

A3 Request for Council Action (Original on Blue Form)

A4 Two Original Change Orders (If RCA appropriates additional funds)

A5 City Map Showing Affected Council District(s)

A6 Project Location Map(s)

A7 All Previously Approved Change Orders  (Copies)

A8 All Previously Approved RCAs, Ordinances/Motions (Copies)

A9 Form "A" and GFS Documents (If additional funds are associated)

A10 Blue Backed Original  Ordinance and Controller's Certificate with Two Copies Attached to Back

(If additional funds are associated)

A11 Fund Reservation Request Form for Additional Appropriation, if any

B.      Supporting Documents

B1 Certificate of Substantial Completion, Document  00645

B2 Office of Business Opurtunity

B2.1 Office of Business OportunityLetter (Copy)

B2.2 Verification of MWDBE Participation (Copy)

B2.3 Performance Evaluation - Office of Business Opurtunity (Copy)

B2.4 Correspondences between Contractor and OBO, if Contractor fails to meet the goal

B3 Contractor Performance Evaluation (Original)

B4 Final Pay Estimate

B4.1 Cover (Original)

B4.2 Final Bid Items (Original)

B4.3 Change Order (replace copy with original when submit to Accounting for payment)

B4.4 Other Charges (Chlorination, etc., Original)

B4.5 Consent of Surety to Final Payment (Original)

B4.6 Certificate of Payment to Subcontractors & Suppliers, Document 00642 (Original)

B4.7 Contractor Certificate of Final Completion, Document 00673 (Original)

B4.8 Final Certificate of Completion

C.      Additional Supporting Documents

C1 Affidavit of Ownership or Control / Tax Report

C2 Fair Campaign Ordinance

C3.1 Performance Evaluation of Professional Engineers / Architects - Phase I  & II and Phase III

C3.2 CM Performance Evaluation

C4 TCEQ - Phase I Notice of Termination

C5 TDLR Release Letter for TDLR Project No. _________  (if TDLR inspection required)    

DISTRIBUTION:

CITY OF HOUSTON
Department of Public Works & Engineering

Construction Branch 

RCA Checklist

 Accept Work Change Order Contract Amendment CM Contract Additional Fund(s) 

//pwe-datacluster/shares/E&C Construction/Const FORMS/Fund Reservation Request Form.xls
http://www.publicworks.cityofhouston.gov/documents/specifications/front_end_(div00)/standard/00642_certification_of_payment_to_subcontractors_and_suppliers.doc
http://www.publicworks.cityofhouston.gov/documents/specifications/front_end_(div00)/standard/00641_contractors_certification_of_final_completion.doc


Page No. ________

(CIP, Subject, Project Name, etc.)

Date Comments Name / Initials

FILE NOTES

ECD ROUTING NUMBER  ___________

RE:_________________________________  

C:\Users\e097635\Desktop\Process Manual\File Notes Page 1



Request for Council Action 
Routing Form 

(RCA) SUBJECT:  Accept Work for (PROJECT NAME); WBS No. XXXXXXXXX. 

(RCA) RECOMMENDATION: (Summary) Pass a motion to approve the final Contract Amount of 

$XXXXXX.XX or X.XX% over the original Contract Amount, accept the Work and authorize final payment. 

CUIC ID#  XXXXX 

COUNCIL AGENDA DATE:_____________,20XX 

(Circle One) 

Motion 
Resolution 
Ordinance 

Originator/Prime Author: 
      xxxxxxxxxxx  
Phone # (832) 395-xxxx 

Routing Order: 
(Originator/Prime Author specifies by Name) 

Date/time 
Received 

Date/time 
Transmitted 

Comments: 

Managing Engineer, PW&E 
(ME NAME), P.E. 
(832) 395-XXXX 

Senior Assistant Director, PW&E 
Joseph T. Myers, P.E. 
(832) 395-2355 

Fiscal Management Division 
Mai Pham  
(832) 395-2615 

Deputy Director, EC, PW&E 
Daniel R. Menendez, P.E. 
(832) 395-2201 

Agenda Coordinator 
Ruth Gonzales 
(832) 395-2458 

Chief of Staff, PW&E 
Howard Hilliard 
(832) 395-2518 

Director, PW&E 
Daniel W. Krueger, P.E. 
(832) 395-2500 

Agenda Director 
Marta Crinejo 
(832) 393-1091 

City Secretary’s Office 
Anna Russell 

(832) 393-1100 



 TO:  Mayor via City Secretary              REQUEST FOR COUNCIL ACTION 
 
SUBJECT: Accept Work for the (PROJECT NAME); WBS No. 

(NUMBER) 

Category 
    #1, 7 

  Page  
  1 of  1  

Agenda Item 
# 

 
 
FROM (Department or other point of origin): 
 
Department of Public Works and Engineering 

 
Origination Date 

 

  

 
Agenda Date 

 
DIRECTOR'S SIGNATURE: 

 

 

 

Daniel W. Krueger, P.E., Director  

 
Council District affected: 

                                       

                                        H 

 
For additional information contact: 

 

 

 

Joseph T. Myers, P.E.      

Senior Assistant Director           Phone: (832) 395-2355 

 
Date and identification of prior authorizing 

Council action:   
  

Ord. # (ORD. NO.)  dated (MO/DAY/YR) 

  

 
RECOMMENDATION: (Summary) Pass a motion to approve the final Contract Amount of $XXX,XXX.XX or X.XX% 

under the original Contract Amount, accept the Work and authorize final payment.   
 
Amount and Source of Funding: No additional funding required. Total (original) appropriation of $XXX,XXX.XX with 

$XXX,XXX.XX from (FUND NAME AND NUMBER) and $X,XXX,XXX.XX from (FUND NAME AND NUMBER). 
 
PROJECT NOTICE/JUSTIFICATION: This project was part of the (NAME OF CAPITAL IMPROVEMENT 

PROGRAM) (CIP) and was required to (DESCRIPTION OF PROGRAM).    

  

DESCRIPTION/SCOPE: This project consisted of (DESCRIPTION OF PROJECT FROM AWARD RCA).  (COMPANY 

NAME OF ENGINEER OF RECORD) designed the project with XXX calendar days allowed for construction. The contract 

was awarded to (NAME OF CONTRACTOR), with an original Contract Amount of $XXX,XXX.XX. 

 

LOCATION: The project area is located (PROJECT LIMITS). The project is located in Key Map Grid XXX-X. 

 

CONTRACT COMPLETION AND COST:  The Contractor, (NAME OF CONTRACTOR), has completed the work 

under the subject Contract. The project was completed within the Contract Time. The final cost of the project, including 

overrun and underrun of estimated bid quantities is $XXX,XXX.XX, a decrease of $XX,XXX.XX or X.XX% under the 

original Contract Amount. 

 

The decreased cost is a result of the difference between planned and measured quantities.  

 

M/W/SBE PARTICIPATION:  The M/W/SBE goal established for this project was XX.XX%. According to Affirmative 

Action and Contract Compliance Division, the participation was XX.XX%. Contractor’s M/W/SBE performance evaluation 

was rated (RATING FROM OBO). 

 

DWK:DRM:JTL:XXX:XX:XX 

 

C:  File No. (NUMBER) 
 
 

                                                              REQUIRED AUTHORIZATION                                             20HA122 
 
Finance Department: 

 
Other Authorization: 

 

 

 
 

 
Other Authorization: 

 

 

 

 

Daniel R. Menendez, P.E., Deputy Director 

Engineering and Construction Division 



Date 
 

 
SUBJECT: Accept Work for the (PROJECT NAME); WBS No. (NUMBER)  

Originator's 

Initials 

Page 

 

 2 of 2  

 

 

 

 

c:    File No.: (NUMBER)/21.0  

 

 
 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Request for Council Action 
 Routing Form 
 
(RCA) SUBJECT: Additional Appropriation and Approval of Change Order No. XX for (PROJECT 

NAME), WBS No. -------------------------.   

 
(RCA) RECOMMENDATION: (Summary) Approve an ordinance appropriating an additional $ 

XXX,XXX.XX, adopt a motion approving Change Order No. XX. 

 

 

 

  

 

 

 
CUIC ID#  20HA-- 

 
COUNCIL AGENDA DATE:_____________,20XX 

(Circle One) 

Motion 
Resolution 
Ordinance 

Originator/Prime Author: 
        -----------------  
Phone #  (832) 395----- 

Routing Order: 
(Originator/Prime Author specifies by Name) 

Date/time 
Received 

Date/time 
Transmitted 

Comments: 

Managing Engineer, PW&E 
(MANAGING ENGINEER), P.E. 
(832) 395-XXXX 

   

Senior Assistant Director, PW&E 
Joseph T. Myers, P.E. 
(832) 395-2355 

   

Fiscal Management Division, PU, PW&E 
Mai Pham 
(832) 395-2615 

   

Deputy Director, EC, PW&E 
Daniel R. Menendez, P.E. 
(832) 395-2201 

   

Agenda Coordinator 
Ruth Gonzales 
(832) 395-2458 

   

Chief of Staff, PW&E 
Howard Hilliard 
(832) 395-2518 

 
 

 
 

 

 
 

Director, PW&E 
Daniel W. Krueger, P.E. 
(832) 395-2500 

 
 

 
 

 

 
 

Agenda Director 
Marta Crinejo 
(832) 393-1091 

 
 

 
 

 
 

 

City Secretary’s Office 
Anna Russell 

(832) 395-1100 

 
 

 
 

 
 

 

 



  

     TO:  Mayor via City Secretary REQUEST FOR COUNCIL ACTION 
 
SUBJECT: Additional Appropriation and Approval of Change Order No. 

(NUMBER) for (NAME OF PROJECT), WBS No.   (NUMBER). 

 
 Category 

   #1, 7 

 
Page 
1 of 1 

 
Agenda Item #  

 
FROM (Department or other point of origin): 
   

Department of Public Works and Engineering  

 
Origination Date 
       

 

 
Agenda Date 
 

 
 
DIRECTOR'S SIGNATURE:   
 

Daniel W. Krueger, P.E.,  Director 

 
Council Districts affected:  
                              X 

 
For additional information contact:  
 
Joseph T. Myers, P.E.                                  
Senior Assistant Director                               Phone: (832) 395-2355 

 
Date and Identification of prior authorizing 

Council Action:  

Ord. # xxxxx 

Ord. # xxxxx 
 
RECOMMENDATION:  (Summary) Approve an ordinance appropriating an additional $xxxxxxxx, adopt a motion approving 
Change Order No. --.  
 
Amount and Source of Funding: $XXX,XXX.XX from (FUND NAME AND NUMBER). (Previous appropriation; 
$XXX,XXX.XX from (FUND NAME AND NUMBER) and $XXX,XXX.XX from (FUND NAME AND NUMBER).) 

 
PROJECT NOTICE/JUSTIFICATION: This project is part of the (TYPE OF CIP PROJECT/PROGRAM) and is required to 
(PROGRAM DESCRIPTION).   
 

DESCRIPTION/SCOPE: This project consists of construction of (DESCRIPTION OF PROJECT FROM PREVIOUS AWARD 
RCA). (EOR COMPANY NAME) designed the project with XXX calendar days allowed for construction. The project was 
awarded to (CONTRACTOR NAME) with a original Contract Amount of $XXXXXXX. 
 

LOCATION:   The project area is generally bounded by (PROJECT BOUNDARIES). The project is located in Key Map Grid 
XXX-X. 
 
PREVIOUS CHANGE ORDERS:  Change Order No.XX1 in the amount of XXXXX.XX was for (DESCRIPTION OF CHANGE 
ORDER WORK). Change Order No. X in the amount of $XXXXXX was for (DESCRIPTION OF CHANGE ORDER WORK)  
and Change Order No. XX in the amount of $XXXXX was for (DESCRIPTION OF CHANGE ORDER WORK). 
 
CHANGE ORDER NO. XX: Change Order No. XX in the amount of $XXXXX.XX is required to increase the Contract quantities. 
(INSERT REASON FOR NEW CHANGE ORDER). The original scope of work for the project has not changed. 
 
The requested amount in Change Order No. XX will cover the entire cost of overrun and will leave the contingencies balance for 
future Change Orders should they become necessary. 
 

M/WBE PARTICIPATION:  The M/WBE goal established for this project is XX%. According to Affirmative Action and 

Contract Compliance, Contractor’s to date M/WBE performance is XXX%.    
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
                                                          REQUIRED AUTHORIZATION                                                 CUIC ID # XXXXXX    

Finance Department:   Other Authorization: 

 

 

 

 

 

Other Authorization:                                                   

  

                                                                                

Daniel R. Menendez, P.E., Deputy Director 

Engineering and Construction Division 

 



 
 

Date: 

 

 

 
SUBJECT:  

 
 Originator's 

     Initials     

         

 
Page 

 2 of 2   

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           





 

 

STANDARD 

PROCESS 4.3 – PREPARE ACCEPT WORK RCA PACKAG 

1. PRELIMINARY ACCEPT WORK DOCUMETNS FROM DOCUMENT CONTROL: 

 

a. Award RCA 

b. Project Location Maps 

c. Council District Maps 

d. Award Ordinance 

e. Substantial Completion Certificate 

Note: It will be helpful to have a copy of Documents 00510 pages 1 through 4 and Document 00405 

from the specifications and the Project Information Sheet in the working file. 

2. ACCEPT WORK DOCUMENTS FOR PROCESSING AND RETURN BY OTHERS: 

 

a. Substantial Completion Certificate (Prepared by PM) 

b. OBO Clearance request – Prepared by Asst. PM 

c. Preliminary Final Estimate for Contractor’s signature (Prepared by Asst.PM) 

d. Final Pay Estimate (Prepared by Asst. PM) 

e. Final Certificate of Completion (Prepared by PM) 

f. Accept Work RCA (Prepared by Asst. PM) 

g. RCA Routing Sheet (Prepared by Asst. PM) 

h. Contractor Performance Evaluation (Prepared by PM) 

i. EOR Performance Evaluation w/Cover Letter (Prepared by PM) 

j. CM Performance Evaluation w/Cover Letter (Prepared by PM) 

 

3. ACCEPT WORK DOCUMETNS RECEIVED FROM OTHERS: 

 

a. Verification of M/WBE participation (Prepared by OBO) 

b. OBO Clearance Letter (Prepared by OBO) 

c. Contract Performance Evaluation (Prepared by OBO) 

d. Certificate of Payment of Subcontractors and Suppliers (Submitted by Contractor) 

e. Contractor’s Certificate of Final Completion (Submitted by Contractor) 

f. Consent of Surety (Submitted by Contractor) 

g. Signed Preliminary Final Estimate (Submitted by Contractor) 

 

 

 

 

 

 



 

 

 

4. ASSEMBLE ACCEPT WORK RCA PACKAGE: 

 

a. RCA Routing Form      (Pink – Original) 

b. Accept Work RCA      (Blue – Original 

c. Verification of M/WBE participation    (Copy) 

d. City Map Showing Affected Council Districts  (Copy) 

e. Project Location Map      (Copy) 

f. All Previously Approved Change Orders   (Copy) – in Ascending Order) 

g. All Previously Approved RCAs and Ordinances  (Copies) 

h. Certificate of Substantial Completion    (Copy) 

i. OBO Clearance Letter     (Copy) 

j. Contractor’s Performance Evaluation    (Copy) 

k. Cover Sheet Final Pay Estimate    (Copy) 

l. Final Bid Items      (Copy) 

m. Consent of Surety to Final Payment    (Copy) 

n. Certificates of Payments to Subcontractors and  

Suppliers       (Copy) 

o. Contractor Certification of Final Completion   (Copy) 

p. Affidavit of Ownership/Tax Report    (Copy) 

q. Final Certificate of Completion    (Copy) 

r. EOR Performance Evaluation w/Cover Letter  (Copy) 

s. CM Performance Evaluation w/Cover Letter   (Copy) 

t. TDLR Letter (if required)     (Copy) 

 

 

5. All above documents shall be placed on the right hand side of the RCA folder. 

 

6. Check List and Notes are to be attached on the left hand side along with any explanation of overruns and 

underruns. 

 

7. PM to release retainage for contractor as Surety Releases are received. 

 

8. Asst. PM is to hold the original Final Estimate with signatures until RCA has passed Council.  Then 

proceed to Process 4.4 







 
 

 
 

 CITY OF HOUSTON 
 

Public Works and Engineering 
Department 

 

   Interoffice         
 

Correspondence                      
 

 

To: 

 

Roland Mosley  

Deputy Assistant Director 

 

 

From: 

 

Managing Engineer 

Construction Branch 

Engineering and Construction Division 

 

 
 

 
Date: (Date) 

 

 
 Subject: PROJECT NAME; 

WBS NO. (NUMBER);  

FINAL PAYMENT 

 

Please begin processing the Final Payment for the referenced project.  City Council accepted work on this 

project on 11/09/11.  The Motion Number is (MOTION NUMBER).  The Ordinance Number is 

(ORDINANCE NUMBER).  Details of the project are as follows: 

 

Project Title:   

Contractor:          

WBS No.:            

File/Project No.:  

Contract/Outline Agreement No.:     

 

All the relevant documents necessary to process the payment are being forwarded as follows: 

1.  Cover (Original) 

2.  Final Bid Items (Original) 

3.  Final Change Order (if applicable) 

4. Consent of Surety Company to Final Payment (Original) 

5. Certificate of Payment to Subcontractors & Suppliers, Doc.-00642 (Original) 

6.  Contractors Certification of Final Completion, Doc.-00673 (Original) 

7.  Final Certification of Completion (Original) 

8.  Copy of Approved Council Motion No. (NUMBER) 

 

 

 

 

                                                                               Managing Engineer, P.E. 

      

XXX:XXX:xx 

Attachments 

cc: (Sr. Assistant Director)                  (Administrative Manager)                File No. (WBS No./Code)  
Acknowledgment with attachments: 

 

 

______________________________________             ___________________ 

Project Accounting Section                                                Date 
 











Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 

 

(Date) 
 
(Contact Person Name) 
(Contractor Company) 
(Contractor Address) 
(City, State & Zip Code) 
 
Re: Project Name 
            WBS No. (Number) 

Outline Agreement No. (Number) 
ELEVEN MONTH WARRANTY INSPECTION  

 
Dear (Contact Person Name): 
 
Please be advised that the Eleven Month Warranty Inspection of the referenced project will be 
conducted at (TIME) on (DATE). All interested parties will meet at (LOCATION), Key Map Gird 
(XXX-X). 
 
If you should have any questions regarding this inspection, please feel free to contact (Project 
Manager’s Name), (Project Manager’s Title) at (Phone Number). 
 
Sincerely, 
 
 
 
 
(Managing Engineer’s Name) 
Managing Engineer 
Construction Branch 
Engineering & Construction Division 
 
XXX:XXX:xxx 
 

 
Enclosure(s) 
 
ec: Deputy Director    Project Manager   

Sr. Assistant Director      Administrative Manager   
Owner Representative   Sr. Inspector 

 Project File (WBS No./Code) 



Council Members:   Brenda Stardig   Jerry Davis    Ellen R. Cohen    Dwight A. Boykins    Dave Martin    Richard Nguyen    Oliver Pennington    Edward Gonzalez  

Robert Gallegos    Mike Laster    Larry V. Green   Stephen C. Costello   David W. Robinson    Michael Kubosh    C.O. “Brad” Bradford   Jack Christie   

Controller:  Ronald C. Green 

 

 

 
 CITY OF HOUSTON 
Department of Public Works & Engineering  
 

 
 

Annise D. Parker 
 

Mayor 
 
 

Daniel W. Krueger, P.E., Director 
P.O. Box 1562 
Houston, Texas 77251-1562 
 
T. 832 395-2500 
F. 832-395-2480 
www.houstontx.gov 

 

(Date) 
 
(Contact Person Name) 
(Contractor Company) 
(Contractor Address) 
(City, State & Zip Code) 
 
Re: Project Name 
            WBS No. (Number) 

Outline Agreement No. (Number) 
WARRANTY INSPECTION (COMPLIANCE OR NON-COMPLIANCE) 

 
Dear (Contact Person Name): 
 
As required by General Conditions Article 12.2.3, the City has conducted the Eleven Month 
Warranty Inspection on (Date) and has found the work to be in (Compliance Or Non-
Compliance) with the original contract documents. (Enclosed is the list of deficient items 
requiring correction.  All items listed should be corrected promptly after receipt of this letter.) 
 
Should you have any questions concerning this matter, please feel free to contact me at your 
convenience at (Phone Number) or (Project Manager’s Name), (Project Manager’s Title) at 
(Phone Number). 
 
Sincerely, 
 
 
 
 
(Managing Engineer’s Name) 
Managing Engineer 
Construction Branch 
Engineering & Construction Division 
 
XXX:XXX:xxx 
 

 
Enclosure(s) 
 
ec: Deputy Director    Project Manager   

Sr. Assistant Director      Administrative Manager   
Owner Representative 
Project File (WBS No./Code) 

 











 
 

To: 

 

 

 

 

 

Attn: 

 

      

      

 
From: 

 

 

 

Date: 

 

Subject: 

 
      

      

AUTHORIZATION FOR DESTRUCTION 
OF RECORDS 

  
   
 
 
 

According to our records PROJECT:  (DESCRIPTION), CONTRACT NO:  (XXXX), WBS NO.  (XXXXX-

XXX) has been closed.  We are in the process of electronically archiving this project.  Please confirm that 
this project is closed, and all records have been sent to the Construction Document Control and all the 
warranty issues have been addressed. 
 
If all documents have been sent and have been captured in CIPMS the original hard copy file will be 
destroyed. 
 
 
 
__________________________________________ 
Project Manager 
 
 
 
 
___________________________________________ 
Managing Engineer 
 
 
 
ec:  Project File (WBS/Code) 

Interoffice 
Correspondence 
 

Public Works and Engineering 
Department 
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