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To:



	[Name of City Engineer]
City Engineer

	





From:
Date:
Subject: 

	[Name], Managing Engineer

[Section]
[Branch]

	[Date]

	CHECKLIST OF ITEMS PRIOR TO PLAN APPROVAL FOR:  [Project Name] 
WBS No. [WBS No.]



The following information pertaining to the subject project is correct.  Your signature on the drawings is therefore requested.

	DRAWINGS
	YES
	NO
	N/A

	General Notes are standardized
	
	
	

	Pages sequentially numbered
	
	
	

	All signatures are secured 
	
	
	

	Cover Sheet  shows  the WBS Number
	
	
	

	Cover Sheet  shows the  names of Mayor, Controller and  Council Members correctly
	
	
	

	Correct Signature Block is used 
	
	
	

	All drawings are  initialed by the Project Manager 
	
	
	

	CONTRACT DOCUMENTS
	YES
	NO
	N/A

	Latest versions of Division 00, 01 and technical specifications are used 
	
	
	

	Latest versions of General Conditions and Supplement Specifications are used 
	
	
	

	Table of Contents corresponds to the technical specifications being used
	
	
	

	Supplemental specifications are identified in the Table of Contents by using italics
	
	
	

	Table of contents accurately depict  attached documents  
	
	
	

	Table of contents accurately depict referenced documents  
	
	
	



SUBMITTED BY:
 












[Name], Managing Engineer




REVIEWED BY:
 







[Name], Project Manager
[Initials]
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c:
[Design Consultant Name/Firm]
CITY OF HOUSTON
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