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To:



	[Name]

Senior Assistant Director
Engineering Branch
Engineering and Construction Division

	





From:
Date:
Subject: 

	Managing Engineer
[Section] Engineering Section
Engineering Branch

	[           ]

	CHECKLIST OF ITEMS PRIOR TO ADVERTISEMENT FOR:  [Legal Project Name]
WBS No.  [WBS No.]


The following list of items pertaining to the subject project is correct.  Your approval of the "Request to Advertise and Receive Bids" is therefore recommended.

































	Permitting and Coordination with Floodplain Management Office
	
	
	



	Incentive clause included in project
	
	
	




Advertisement should occur no later than [Ad Dates – two consecutive Fridays].  The construction duration of this project is [Contract Duration] calendar days.  Should you have any questions, please contact me at [Telephone no. of Managing Engineer].

* In processing. 

SUBMITTED BY:



[Managing Engineer’s Name]

APPROVED:



[AD’s Name]
[initials]

CITY OF HOUSTON





    Public Works and Engineering


                                 Department








Correspondence








Interoffice
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