
Equal To or Greater Than Easement Exchange
(55 Days)

Applicant

Submit application with
documents to Utility Analysis

Section (UAS)  for
approval/signature.

1 Day

Public Works
Real Estate Branch

Verifies approvals of UAS and
OCE, signs and accepts

application, and forwards field
notes and Mylar survey to the
Survey and Right-of-Way
Section for approval.

Applicant

Submit application with
documents to Office of City

Engineer (OCE) for
approval/signature.

Applicant

Submit signed and approved application,
cashier's check for the $300 per abandonment
parcel fee, Mylar survey, and field notes to Public
Works, Real Estate Branch on submittal day.

Applicant has final Plan and Profile Drawings and
all permits approved and should be ready to

begin any required construction.

Legal Department

Legal Department prepares
the Quitclaim Deed for
Public Works and

Engineering Director's
signature and easement
conveyance documents.

Public Works
Real Estate Branch

Public Works, Real Estate
Branch provides the
easement deed to

applicant for signature.

21 Days

Applicant

Applicant executes
easement deed in

presence of a notary.

Applicant

Applicant sends executed
easement deed to Public

Works, Real Estate Branch.

7 Days5 Days

5 Days

Public Works
Real Estate Branch

Public Works, Real Estate Branch verifies
completion of required forms, processes, City
approval of any required construction, and
Certificate of Final Completion; forwards

transmittal memo and Quitclaim Deed to Public
Works and Engineering Director for signature.

Legal Department

Approves the fully executed
Quitclaim Deed and Easement
Conveyance Deed as to form.

4 Days

Public Works
Real Estate Branch

Quitclaim Deed and Easement
Conveyance Deed are returned to
Public Works, Real Estate Branch
for recordation in deed records.

2 Days

7 Days

Notes:
1. Applies to the following easement types:

a) Waterline
b) Water Meter
c) Sanitary Sewer
d) Utility
e) Fire Hydrant

2. For more information, click here: JRC Best Practice Tips

Applicant

Applicant is notified
to begin construction;
and once completed
Certifcate of Final
Completion.

3 Days

Code of Ordinances Section 2-242

https://library.municode.com/HTML/10123/level4/COOR_CH2AD_ARTVICIPR_DIV2ABSAETLASTET.html#COOR_CH2AD_ARTVICIPR_DIV2ABSAETLASTET_SS2-242--2-255RE
http://edocs.publicworks.houstontx.gov/engineering-and-construction/joint-referral-committee/4254-joint-referral-committee-best-practice-tips.html



