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MISSION  STATEMENT 
 

Construction Branch, 
Engineering & Construction 

Division 
 

Manage the construction of all 
Public Works capital improvement 

projects to achieve quality and 
timely completion with minimum 

adverse impact on the community. 



PROCESSES 

CONSTRUCTION MANAGEMENT TEAM 
1.1- ASSIGNMENT OF PROJECT MANAGEMENT RESPONSIBILITY 
1.2- PROCESS FOR PREPARING CONTRACT FOR CONSTRUCTION MANAGEMENT FIRMS 
1.3- FEE NEGOTIATION FOR CONSTRUCTION MANAGEMENT SERVICES  
1.4- PROVIDE CONSTRUCTABILITY INPUT DURING DESIGN 
1.5- CM INVOICES 

COMMUNICATION AND DOCUMENTATION 
2.1- RECEIVE TRANSFER OF CONTRACT / PROJECT DOCUMENTS (HANDOFF) 
2.2- PROJECT DOCUMENATION 
2.3- COMMUNITY COMMUNICATIONS 
2.4- PRE-CONSTRUCTION CONFERENCE 
2.5- ISSUE NOTICE TO PROCEED (NTP) 
2.6- PROGRESS MEETING 

CONSTRUCTION MANAGEMENT 
3.1- PROCESS SUBMITIALS 
3.2- PERFORM INSPECTION 
3.3- REQUEST FOR INFORMATION (RFI) 
3.4- REQUEST FOR PROPOSAL (RFP) 
3.5- CLAIMS 
3.6- PROCESS WORK CHANGE DIRECTIVE (WCD) 
3.7- PROCESS CHANGE ORDER 
3.8- PROCESS PAY ESTIMATES 
3.9- MINOR CHANGE IN THE WORK

CLOSEOUT AND ACCEPTANCE 
4.1- SUBSTANTIAL COMPLETION 
4.2- FINAL COMPLETION CERTIFICATE 
4.3- PRELIMINARY DRAFT OF THE FINAL CERTIFICATE OF PAYMENT 
4.4- PREPARE REQUEST FOR COUNCIL ACITON (RCA) 
4.5- PROCESS FINAL PAYMENT 
4.6- WARRANTY 
4.7- ARCHIVE PROJECT DOCUMENTS 

SURVEY SUPPORT 
5.1- REVIEW AND ROUTE SURVEY REQUEST 
5.2- RIGHT-OF-WAYS REVIEWS 
5.3- RIGHT-OF-WAYS DOCUMENT MANAGEMENT 
5.4- SITE PLAN REVIEW 
5.5- SITE MONUMENT REVIEW 



Glossary of Terms 

Process 

Task 

Input 

Deliverable 

Contributor 

Task Owner 

Organized activities (tasks) with defined 
input(s) and output(s) conducted to achieve a 
purpose. 

Discrete activity step which is a component of 
a process; some tasks may be further detailed 
as sub-process. 

Standardized and formatted information which is 
necessary to complete a process task. 

Output of a specific task or the overall 
process, considting of required information 
formatted to a prescribed standard. 

Branch members (by organizational position) 
that participate in and contribute to 
process tasks. 

The contributor with primary responsibility for 
the accomplishment of the task and quality 
and timeliness of the output. 
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Exhibit 
Number Title

Group 1 1.1.A Man Power Projection Excel PDF
1.1.B Upcoming Workload Projection and Project Assignments Excel PDF
1.1.C CM&I Assignment Letter DOC PDF
1.2.A CM&I Kick Off Meeting Letter DOC PDF
1.2.B CM&I Contract Document Checklist Excel PDF
1.2.C Request to Prepare CM Contract DOC PDF
1.2.D Construction Management Contract Information Sheet PDF
1.3.A Letter Requesting Negotiation DOC PDF
1.3.B Estimated Service Fees Excel PDF
1.3.C Recommendation Lump Sum Agreement DOC PDF
1.3.D Confirmation Letter DOC PDF
1.3.E Work Authorization DOC PDF
1.3.F CIPMS Security Form request PDF
1.3.G Badge Request Form PDF
1.4.A Constructability Review Spreadsheet Excel PDF
1.4.B Submittal Review Comments DOC PDF
1.5.A Consultant Invoice DOC PDF
1.5.B Task Cost Details DOC PDF
1.5.C Task Cost Summary PDF

Group 2 2.1.A Contract Document Transmittal Checklist DOC PDF
2.1.B Project Inprocessing Checklist (PIC) DOC PDF
2.2.A Print Labels PDF
2.2.B CIPMS Contract Information DOC PDF
2.2.C File Codes DOC PDF
2.3.A Construction Project Notification DOC PDF
2.3.B Frequently Asked Questions (FAQ) PDF
2.3.C Door Hanger Form PDF
2.4.A Notice to Proceed Letter DOC PDF
2.4.B Work Authorization Notification DOC PDF
2.4.C Pre-Construction Council Member Memo DOC PDF
2.4.D Rebuild Houston Ground Breaking DOC PDF
2.4.E Rebuild Houston Project Notification DOC PDF
2.4.F Utility Pre-Construciton Notice Letter DOC PDF
2.5.A Pre-Construction Agenda DOC PDF
2.5.B Pre-Construction Meeting Sign-in Sheet DOC PDF
2.5.C Pre-Construction Meeting Minutes DOC PDF
2.6.A Monthly Progress Meeting Notice DOC PDF
2.6.B Monthly Progress Meeting Sign-in Sheet DOC PDF
2.6.C Progress Meeting DOC PDF

Group 3 3.1.A - 3.1.E Submittal (CIPMS) PDF
3.1.F Submittal to Reviewer (Paper) DOC PDF
3.1.G Submittal to Contractor (Paper) DOC PDF
3.2.A Daily Construction Report - Template PDF
3.2.B Advisory Notice (Paper) PDF
3.2.C Non-Compliance Notice (Paper) PDF

3.3.A - 3.3.D Request For Information (CIPMS) PDF
3.3.E RFI (Paper) DOC PDF
3.4.A Request For Proposal (RFP) DOC PDF
3.4.B Cost/Time Estimate Form DOC PDF
3.5.A Claim Consideration Letter DOC PDF
3.5.B Request for Engineer's Decision DOC PDF
3.6.A Work Change Directive DOC PDF
3.7.A Change Order DOC PDF
3.7.B Fact Sheet - Change Order DOC PDF
3.7.C Potential Errors & Omissions Letter DOC PDF
3.8.A Estimate and Certificate for Payment PDF
3.8.B Affidavit of Work Performed PDF
3.8.C Estimate Log EXCEL PDF
3.8.D Estiamte for Payment PDF
3.8.E Monthly Sub-Contractor Payment Reporting Form PDF
3.8.F B2G: Audit Summary for Contract PDF
3.8.G Over and Under Run Spreadsheet PDF
3.8.H Utilization Schedule PDF
3.8.I Behind Schedule Letter DOC PDF
3.8.K Materials on Hand PDF
3.9.A Minor Change In the Work PDF

Download

https://www.dropbox.com/s/hoqvvlsvgfk19kl/1.1.B.pdf?dl=0
https://www.dropbox.com/s/jhngfyp5zcjelxb/1.1.B.xlsx?dl=0
https://www.dropbox.com/s/88i1u28rfnov1mp/1.1.C.pdf?dl=0
https://www.dropbox.com/s/ixje9g99bi4hwob/1.1.C.docx?dl=0
https://www.dropbox.com/s/n8ihbrek3208qqj/1.2.A.pdf?dl=0
https://www.dropbox.com/s/f4j0d6csibbnf5g/1.2.A.docx?dl=0
https://www.dropbox.com/s/ewt4p8sziejrght/1.2.B.pdf?dl=0
https://www.dropbox.com/s/lodpl25mf3cck1w/1.2.B.xlsx?dl=0
https://www.dropbox.com/s/2ip1s70824x5mgc/1.2.C.pdf?dl=0
https://www.dropbox.com/s/7pzup84p0ppxjop/1.2.C.docx?dl=0
https://www.dropbox.com/s/4i5z0f75oa1l6d1/1.2.D.pdf?dl=0
https://www.dropbox.com/s/m25rb9gxzujlfb7/1.3.A.pdf?dl=0
https://www.dropbox.com/s/b8iida3ug9t54m0/1.3.A.docx?dl=0
https://www.dropbox.com/s/ho0iodwow42estd/1.1.B.xlsx?dl=0
https://www.dropbox.com/s/itb8aylfm0hvnts/1.3.B.pdf?dl=0
https://www.dropbox.com/s/07vuvv8v74lsq4n/1.3.C.doc?dl=0
https://www.dropbox.com/s/07vuvv8v74lsq4n/1.3.C.doc?dl=0
https://www.dropbox.com/s/8i9uld2jg6z73cf/1.3.D.docx?dl=0
https://www.dropbox.com/s/kvkxxvdjqcslnhw/1.3.D.pdf?dl=0
https://www.dropbox.com/s/mpelrh2pqc0hkcy/1.3.E.pdf?dl=0
https://www.dropbox.com/s/6z6m43on1f7eizg/1.3.E.docx?dl=0
https://www.dropbox.com/s/q4qosjttonch7n9/1.3.F.pdf?dl=0
https://www.dropbox.com/s/pvlv61dwg4nadzr/1.3.G.pdf?dl=0
https://www.dropbox.com/s/9r22vew86m5hem2/1.4.A.pdf?dl=0
https://www.dropbox.com/s/efvlgg0iog8hzap/1.4.A.xlsx?dl=0
https://www.dropbox.com/s/ng0042xz3drw8i4/1.4.B.pdf?dl=0
https://www.dropbox.com/s/eyus85mys8humlv/1.4.B.docx?dl=0
https://www.dropbox.com/s/y14kulc45s4plt2/1.5.A.pdf?dl=0
https://www.dropbox.com/s/pl2ncwo8wu3i1wh/1.5.A.docx?dl=0
https://www.dropbox.com/s/wosl9lfz4flxpgu/1.5.B.pdf?dl=0
https://www.dropbox.com/s/2mg32kpr2yy4pkw/1.5.B.docx?dl=0
https://www.dropbox.com/s/3bh8s87pz687sud/1.5.C.pdf?dl=0
https://www.dropbox.com/s/rdi0anu7he4jzbt/2.1.A.docx?dl=0
https://www.dropbox.com/s/q9skpb3ddz42kp7/2.1.A.pdf?dl=0
https://www.dropbox.com/s/r0obff5h6fmnvyq/2.1.B.docx?dl=0
https://www.dropbox.com/s/tl0xbv2oug8s215/2.1.B.pdf?dl=0
https://www.dropbox.com/s/2mlx01b4ckdj4i0/2.2.A.docx?dl=0
https://www.dropbox.com/s/klhtx9i28hta3ra/2.2.A.pdf?dl=0
https://www.dropbox.com/s/rt5y5aoy457lyfm/2.2.B.docx?dl=0
https://www.dropbox.com/s/ph099xkmgfnsxxv/2.2.B.pdf?dl=0
https://www.dropbox.com/s/0bzygb6chwv2icp/2.2.C.docx?dl=0
https://www.dropbox.com/s/dhhqnn54dwqk63r/2.2.C.pdf?dl=0
https://www.dropbox.com/s/d9kpvm5ixkjv26i/2.3.A.docx?dl=0
https://www.dropbox.com/s/xl0jlvljfkq9416/2.3.A.pdf?dl=0
https://www.dropbox.com/s/ae6vivhoj0ggbhr/2.3.B.pdf?dl=0
https://www.dropbox.com/s/tzd671urusgbjrp/2.3.C.pdf?dl=0
https://www.dropbox.com/s/a1pwrq59wgpt05q/2.4.A.pdf?dl=0
https://www.dropbox.com/s/pg5a420f0evc43l/2.4.A.docx?dl=0
https://www.dropbox.com/s/xquc5jaw1yaeyj6/2.4.B.pdf?dl=0
https://www.dropbox.com/s/yrxyql152fppmji/2.4.B.docx?dl=0
https://www.dropbox.com/s/kgzvm3wxlf33pre/2.4.C.docx?dl=0
https://www.dropbox.com/s/kgzvm3wxlf33pre/2.4.C.docx?dl=0
https://www.dropbox.com/s/u6rijuqtttypu75/2.4.D.pdf?dl=0
https://www.dropbox.com/s/ljzatr88obym6pi/2.4.D.docx?dl=0
https://www.dropbox.com/s/sya17ss7ja1m7qy/2.4.E.docx?dl=0
https://www.dropbox.com/s/r3bjzhyi2kczd8v/2.4.E.pdf?dl=0
https://www.dropbox.com/s/4sdjgbb94y2xk5h/2.4.F-.pdf?dl=0
https://www.dropbox.com/s/mpxamnfa0ch0dq5/2.4.F.docx?dl=0
https://www.dropbox.com/s/enzcqt7to8hzlpc/2.5.A.pdf?dl=0
https://www.dropbox.com/s/2ui9rf24z6vmdch/2.5.A.docx?dl=0
https://www.dropbox.com/s/r8cbb4hwqj7brfu/2.5.C.docx?dl=0
https://www.dropbox.com/s/41k0ikwchywj22o/2.5.C.pdf?dl=0
https://www.dropbox.com/s/ix6aqmblz334ji5/2.5.B.docx?dl=0
https://www.dropbox.com/s/hle2g4sfux5lykz/2.5.B.pdf?dl=0
https://www.dropbox.com/s/h662hlz58l5o6qg/2.6.A.pdf?dl=0
https://www.dropbox.com/s/2ui9rf24z6vmdch/2.5.A.docx?dl=0
https://www.dropbox.com/s/furzs1z7g8no60c/2.6.B.pdf?dl=0
https://www.dropbox.com/s/0qa44jbh2u5o0r4/2.6.B.docx?dl=0
https://www.dropbox.com/s/l86cq7wlm2kkr22/2.6.C.pdf?dl=0
https://www.dropbox.com/s/e4naivmkx9itp87/2.6.C.docx?dl=0
https://www.dropbox.com/s/o664s9ri6a766fp/3.1.A-3.1.E.pdf?dl=0
https://www.dropbox.com/s/zovwhcrxgah8d8q/3.1.F.docx?dl=0
https://www.dropbox.com/s/ob28nuuffqjgrhy/3.1.F.pdf?dl=0
https://www.dropbox.com/s/bemo9x92lkc0hpr/3.1.G.docx?dl=0
https://www.dropbox.com/s/p01kkdz2jbdav38/3.1.G.pdf?dl=0
https://www.dropbox.com/s/ofsm6h3n7a82vgc/3.2.A.pdf?dl=0
https://www.dropbox.com/s/0ime9m22q04ggps/3.2.B.pdf?dl=0
https://www.dropbox.com/s/zhl7uifg80o82m5/3.2.C.pdf?dl=0
https://www.dropbox.com/s/8h9jrg6waf4kxby/3.3.A-3.3.D.pdf?dl=0
https://www.dropbox.com/s/o5flmx8w8v3j7h9/3.3.E.doc?dl=0
https://www.dropbox.com/s/g136yencd4nthas/3.3.E.pdf?dl=0
https://www.dropbox.com/s/0ondipbmooy1zo3/3.4.A.doc?dl=0
https://www.dropbox.com/s/i5g0lhiwus0vmmi/3.4.A.pdf?dl=0
https://www.dropbox.com/s/ik05djwbylzrpa5/3.4.B.docx?dl=0
https://www.dropbox.com/s/gym3v3i13d6k54i/3.4.B.pdf?dl=0
https://www.dropbox.com/s/svwrofo44mzj9k8/3.5.B.pdf?dl=0
https://www.dropbox.com/s/n9kdep5s1nwg8l1/3.5.B.docx?dl=0
https://www.dropbox.com/s/5n53xtdmx1czknu/3.6.A.pdf?dl=0
https://www.dropbox.com/s/bfvjo93hpihq0he/3.6.A.doc?dl=0
https://www.dropbox.com/s/p5iy68qi63yzhc5/3.7.A.doc?dl=0
https://www.dropbox.com/s/2r9f3sa9x30ed31/3.7.B.pdf?dl=0
https://www.dropbox.com/s/vjuzomj3bug9jim/3.7.B.docx?dl=0
https://www.dropbox.com/s/a239nq40du4vmug/3.7.C.pdf?dl=0
https://www.dropbox.com/s/z3jamdxmwnmlyd6/3.7.C.docx?dl=0
https://www.dropbox.com/s/nlityvn7us398r6/3.8.A.pdf?dl=0
https://www.dropbox.com/s/beewn278s8gblcv/3.8.B.pdf?dl=0
https://www.dropbox.com/s/kc0k2wzmdyf5lzp/3.8.C.xlsx?dl=0
https://www.dropbox.com/s/sarwfhsgjmcy2zj/3.8.C.pdf?dl=0
https://www.dropbox.com/s/c483c7p3t6cb4q2/3.8.D.pdf?dl=0
https://www.dropbox.com/s/ig31rn1zxq05ney/3.8.E.doc?dl=0
https://www.dropbox.com/s/ana0k6beiqhw5ox/3.8.F.pdf?dl=0
https://www.dropbox.com/s/s8qun6cfbvnwrwq/3.8.G.pdf?dl=0
https://www.dropbox.com/s/qlu0c2yimiff4a6/3.8.h-.pdf?dl=0
https://www.dropbox.com/s/p6q7g1dw68r6b04/3.8.I.docx?dl=0
https://www.dropbox.com/s/hah4lutlfov0o7r/3.8.I.pdf?dl=0
https://www.dropbox.com/s/34gexlbcda2lbp5/3.8.K.pdf?dl=0
https://www.dropbox.com/s/q2380on9m06nkgx/3.7.A.pdf?dl=0
https://www.dropbox.com/s/c3cll1ui3y8vvcw/3.5.A.docx?dl=0
https://www.dropbox.com/s/lvy5eqrkxb5l1do/3.5.A.pdf?dl=0
https://www.dropbox.com/s/zrvgczqirmefxv6/1.1.A.pdf?dl=0
https://www.dropbox.com/s/sku8ge394wlzztv/1.1.A.xlsx?dl=0
SVennavelly
Line

https://www.dropbox.com/s/2w3dxh8yduuovv9/3.9.A.docx?dl=0


Exhibit 
Number Title

Download

Group 4 4.1.A Substantial Completion Inspection Rejection Letter DOC PDF
4.1.B Substantial Completion Inspection Letter DOC PDF
4.1.C Punch List DOC PDF
4.1.D Substantial Completion Inspection Sign In Sheet DOC PDF
4.1.E Certificate of Substantial Completion Letter DOC PDF
4.1.F Substantial Completion Granted Letter DOC PDF
4.1.G Utility Transfer Request Letter DOC PDF
4.1.H Utility Transfer Data Sheet DOC PDF
4.2.A Final Completion Checklist DOC PDF
4.2.B Final Completion Inspection DOC PDF
4.2.C Final Completion Inspection Memo To Council Member DOC PDF
4.2.D Ribbon Cutting Memo To Council DOC PDF
4.2.E O & M Transmittal Memo DOC PDF
4.2.F Final Completion Inspection Sign-In Sheet DOC PDF
4.2.G Final Inspection Report DOC PDF
4.2.H Certificate of Final Completion DOC PDF
4.2.I Final Completion Granted Letter DOC PDF
4.2.J Record Drawing Transmittal Memo To Engineering DOC PDF
4.2.K Contractor Performance Evaluation DOC PDF
4.2.L Phase III Evaluation Cover Letter DOC PDF
4.2.M Engineer Phase III Evaluation Form DOC PDF
4.2.N CM Evaluation DOC PDF
4.2.O Construction Management Evaluation Letter DOC PDF
4.3.A Preliminary Draft of Draft of Final Certificate of Payment Letter to Contractor DOC PDF
4.3.B Intent To Close Project Letter DOC PDF
4.3.C Final Closeout Information Request to OBO DOC PDF
4.4.A Checklist for Request for Council Action Excel PDF
4.4.B Draft of the Request for Council Action DOC PDF
4.4.C Draft of the Request for Council Action - Routing Form DOC PDF
4.5.A Final Payment Request Letter DOC PDF
4.6.A Warranty Inspection Letter DOC PDF
4.6.B Deficiency Letter and List DOC PDF
4.6.C Warranty Conformance Letter DOC PDF
4.7.A Authorization for Destruction of Records DOC PDF

Group 5 5.1.A Survey Work Request DOC PDF
5.2.A Right-of-Way Checklist PDF
5.2.B Easement Approval - Survey Check List PDF
5.2.C J.R.C - Survey Check List PDF
5.3.A ROW Documents Example PDF
5.3.B Color Code Chart DOC PDF
5.4.A Plan Review Checklist DOC PDF
5.5.A Monument Sheet Template PDF
5.5.B Monument Construction PDF

DOC

https://www.dropbox.com/s/zqfyqaln9r0q32b/5.1.A.pdf?dl=0
https://www.dropbox.com/s/8iz841foq1mfh79/5.1.A.docx?dl=0
https://www.dropbox.com/s/b4rsxv8fwyqwcgg/5.2.B.pdf?dl=0
https://www.dropbox.com/s/b4rsxv8fwyqwcgg/5.2.B.pdf?dl=0
https://www.dropbox.com/s/o3rcm132n5k8af8/5.2.C.pdf?dl=0
https://www.dropbox.com/s/7uvc7p583ev8cy7/5.3.A.pdf?dl=0
https://www.dropbox.com/s/2nslob1tnkh3i1d/5.3.A.docx?dl=0
https://www.dropbox.com/s/1ukd0afio37rxx7/5.3.B.pdf?dl=0
https://www.dropbox.com/s/n1kplpd6pigcdlu/5.3.B.docx?dl=0
https://www.dropbox.com/s/g78pa52s2noruqh/5.4.A.pdf?dl=0
https://www.dropbox.com/s/kb5m8lnxqqasy60/5.4.A.docx?dl=0
https://www.dropbox.com/s/4jrbow9sqru69hj/5.5.A.pdf?dl=0
https://www.dropbox.com/s/e36m2k6a9873vfz/5.5.B.pdf?dl=0
https://www.dropbox.com/s/kaupnby5s2ckhkr/4.1.A.pdf?dl=0
https://www.dropbox.com/s/tuv1qwfr9aaw364/4.1.A.docx?dl=0
https://www.dropbox.com/s/xexgpeaiwa2hrls/4.1.B.docx?dl=0
https://www.dropbox.com/s/a8ntpg6k6lcfjzx/4.1.B.pdf?dl=0
https://www.dropbox.com/s/7iiyrw4clp6m4id/4.1.C.docx?dl=0
https://www.dropbox.com/s/jcc2sycoyuyhow4/4.1.C.pdf?dl=0
https://www.dropbox.com/s/8pq98wii56c9mx3/4.1.D.pdf?dl=0
https://www.dropbox.com/s/uwml7oujl0s0g9y/4.1.D.docx?dl=0
https://www.dropbox.com/s/qxkvkjcec8c0wz1/4.1.E.doc?dl=0
https://www.dropbox.com/s/u5qtiuev4e5zi2o/4.1.E.pdf?dl=0
https://www.dropbox.com/s/nvp2ncjyeqf1wc9/4.1.F.pdf?dl=0
https://www.dropbox.com/s/0z5zj7q8700229u/4.1.F.docx?dl=0
https://www.dropbox.com/s/3asze3sj2r6itwq/4.1.G.pdf?dl=0
https://www.dropbox.com/s/gvdyxie0y4jtnjx/4.1.G.docx?dl=0
https://www.dropbox.com/s/sfg8s3f4678ol7z/4.1.H.docx?dl=0
https://www.dropbox.com/s/l5f7t78pfrbo3jh/4.1.H.pdf?dl=0
https://www.dropbox.com/s/n94b6uh9r9vvlxt/4.2.A.docx?dl=0
https://www.dropbox.com/s/skt3fxj3fgoa83g/4.2.A.pdf?dl=0
https://www.dropbox.com/s/ogstgf612euvr9b/4.2.B.docx?dl=0
https://www.dropbox.com/s/nr8ym2niul9n45g/4.2.B.pdf?dl=0
https://www.dropbox.com/s/rsrmdrx0hn0r6mb/4.2.C.docx?dl=0
https://www.dropbox.com/s/yc640381ffkdud9/4.2.C.pdf?dl=0
https://www.dropbox.com/s/jj1ugi5im92rrr1/4.2.D.docx?dl=0
https://www.dropbox.com/s/til2q71ajecnxj1/4.2.D.pdf?dl=0
https://www.dropbox.com/s/nstfa07863q1t81/4.2.E.docx?dl=0
https://www.dropbox.com/s/9njtma8xzwrosb4/4.2.E.pdf?dl=0
https://www.dropbox.com/s/nhrf31m2xi8jzn9/4.2.F.docx?dl=0
https://www.dropbox.com/s/20arwg4ywxrwmvb/4.2.F.pdf?dl=0
https://www.dropbox.com/s/vnon1nr0r8sx6x7/4.2.G.docx?dl=0
https://www.dropbox.com/s/rossla3p0d3nspx/4.2.G.pdf?dl=0
https://www.dropbox.com/s/dobf5ah5krbf3u2/4.2.H.docx?dl=0
https://www.dropbox.com/s/g5ltahrip8auxau/4.2.H.pdf?dl=0
https://www.dropbox.com/s/bf4lqi4vu4v0y04/4.2.I.docx?dl=0
https://www.dropbox.com/s/172bx21q67wr39y/4.2.I.pdf?dl=0
https://www.dropbox.com/s/trhca6pjwhuyynr/4.2.J.docx?dl=0
https://www.dropbox.com/s/j00o58ou53e0l42/4.2.J.pdf?dl=0
https://www.dropbox.com/s/h5f1ru975r3yhty/4.2.K.doc?dl=0
https://www.dropbox.com/s/ksmzf557g7rjuse/4.2.K.pdf?dl=0
https://www.dropbox.com/s/faodofzljvj0e6p/4.7.A.pdf?dl=0
https://www.dropbox.com/s/ksri0whu6z4025o/4.7.A.docx?dl=0
https://www.dropbox.com/s/woyyt4yb26vzq2c/4.6.C.pdf?dl=0
https://www.dropbox.com/s/4y12qzf8upzc18k/4.6.C.docx?dl=0
https://www.dropbox.com/s/h811k2162c45vzu/4.6.B.docx?dl=0
https://www.dropbox.com/s/oyd9kdqur6gvaoy/4.6.B.pdf?dl=0
https://www.dropbox.com/s/7nlj2da0wgj7ih5/4.6.A.docx?dl=0
https://www.dropbox.com/s/s35n2085nrjc7kz/4.6.A.pdf?dl=0
https://www.dropbox.com/s/fh9w8wnodeo0q95/4.4.c.docx?dl=0
https://www.dropbox.com/s/cq37ng542vkgit8/4.4.c.pdf?dl=0
https://www.dropbox.com/s/q3wwvpd6xoku44p/4.4.B.docx?dl=0
https://www.dropbox.com/s/spp06xjd8mf2pw8/4.4.B.pdf?dl=0
https://www.dropbox.com/s/rj30cnogsfok8ey/4.4.A.pdf?dl=0
https://www.dropbox.com/s/f8jkoegygm1kwc3/4.4.A.xlsx?dl=0
https://www.dropbox.com/s/egtyhaxkgix0s4p/4.3.A.docx?dl=0
https://www.dropbox.com/s/7axplsnogt8emyr/4.3.A.pdf?dl=0
https://www.dropbox.com/s/4oynzoc1jqyqyxl/4.2.O.pdf?dl=0
https://www.dropbox.com/s/mxa5m6cx0sq2xah/4.2.O.docx?dl=0
https://www.dropbox.com/s/19k56usacnmsurw/4.2.M.pdf?dl=0
https://www.dropbox.com/s/mngd8rjbcdtid28/4.2.M.docx?dl=0
https://www.dropbox.com/s/gbr4opp6ewt0au7/4.2.L.pdf?dl=0
https://www.dropbox.com/s/d9jc44nadx6pwow/4.3.C.docx?dl=0
https://www.dropbox.com/s/vhaxtin67ohwjmo/4.3.C.pdf?dl=0
https://www.dropbox.com/s/uattr0o8ptnb80a/4.5.A.pdf?dl=0
https://www.dropbox.com/s/yotzqy621392bjl/4.5.A.docx?dl=0
https://www.dropbox.com/s/7320u17bowoubmh/4.2.N.pdf?dl=0
https://www.dropbox.com/s/gzun9y0jdm4cum6/4.2.N.docx?dl=0
https://www.dropbox.com/s/kg5zffg2fpdtjxo/4.3.B.docx?dl=0
https://www.dropbox.com/s/uct02jnbcynl38k/4.3.B.pdf?dl=0


CONSTRUCTION MANAGEMENT TEAM
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PROCEDURES 

PROCESS 1.1 ASSIGNMENT OF PROJECT MANAGEMENT RESPONSIBILITY 

Purpose: Assign responsibility for management of each construction project 

1.1.1 Engineering Branch forecasts the award and duration of projects. After award, the 

project typically takes 60 days to transfer the construction package to Construction 

Branch. Combine projects in design forecasts, and current projects in construction for 

the entire workload.  Projections will be updated at least quarterly.  

1.1.2 Utilizing these forecasts, the Managing Engineer can assign Project Managers, Senior 

Inspectors and Inspectors to the execution of the project. 

1.1.3 If Construction Branch staff cannot cover the work because of workload, consider 

currently contract CM&I firms into the analysis. Be sure to assign a senior member 

for oversight of the project a consultant will manage. 

1.1.4 If the current CM&I firms cannot handle the workload, prepare a Request for 

Qualification (RFQ) for the upcoming professional services selection. Assign the 

project to the upcoming RFQ. Be sure to assign a senior member to the project a 

consultant will manage. Complete a RFQ for the type of project consultants will 

manage. SAD will submit the request to the deputy director for inclusion in the 

selection process. Once the consulting firm has been selected and council has 

awarded the contract, begin assigning projects to the consultant. 

   



1.1.A 08/30/2017 Man Power Projection



1.1.B 9/8/2016 Upcoming Workload projection and Project Assignements



1.1.C 9/8/2016 CM&I Assignment Letter
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PROCEDURES 

PROCESS 1.2 PREPARING CONTRACT FOR CONSTRUCTION MANAGEMENT FIRMS 

Purpose: Prepare and execute professional services contract with consultant for CM&I services 

1.2.1 Construction Branch SAD will set a kick off meeting between SAD, ME and consulting 

firm. The Meeting will congratulate the consulting firm on their selection and provide 

information utilizing the CM&I checklist required for council’s execution and award of 

the contract. The SAD will also remind the consultant of the urgent need to get them 

under contract and that the requested information must be returned in two weeks. 

1.2.2 If CM&I firm does not provide the requested documentation within two weeks, the 

section lead will call the principal and advise that the City could go in a different 

direction if the documents are not provided timely. 

1.2.3 Draft Request for Council Action (RCA) – see 4.4. Once obtained, Managing Engineer 

will submit to Legal Department Draft RCA, Contract Information Sheet, Raw Salary 

Wages and Insurance for their preparation of the Contract and review of the consultant’s 

insurance. 

1.2.4 Legal Department will return a draft CM&I contract after review and concurrence with 

the consultant’s insurance. Managing Engineer will review the draft contract. 

1.2.5 If Contract is correct, Managing Engineer will forward to the CM&I firm for signature. 

The CM&I firm will notarize sign and mail two contracts. The Managing Engineer will 

initial both contracts and forward for SAD’s initials. The SAD will then forward for 

DD’s initials and the Director’s signature. Submit electronically Document 00603 

(Checklist for Drug Policy Submittal), Document 00601 (Drug Policy Compliance 

Agreement), Consultant’s Drug Policy Document 00605 (List of Safety Impact 

Positions). 

   



1.2.A 9/8/2016 CM&I Kick Off Meeting Letter



1.2.B 9/8/2016 CM&I Contract Document Checklist



1.2.C 9/8/2016 Request To Prepare CM&I Contract



1.2.D 9/8/2016 Construction Management Contract Information Sheet



1.2.D 9/8/2016 Construction Management Contract Information Sheet
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PROCEDURES 

PROCESS 1.3 FEE NEGOTIATION FOR CONSTRUCTION MANAGEMENT SERVICES 

Purpose: Conclude negotiations with timely agreement of fair and reasonable fee for CM&I 
services for project 

1.3.1 Managing Engineer contacts CM&I firm to begin negotiations for a selected project. The 

Managing Engineer will send the CM&I firm project information and a manpower 

spreadsheet for negotiation purposes. 

1.3.2 CM&I firm will provide a recommended lump sum fee to perform construction 

management and inspection services for the project. Managing Engineer prepares city 

independent estimate. The Managing Engineer will review the proposal and provide 

comments, if any.  

1.3.3 If after negotiation,the Managing Engineer and CM&I firm cannot come to an agreement, 

the SAD will allow the CM&I firm a final offer and then move to the next firm if an 

agreement cannot be made. 

1.3.4 Once the Managing Engineer and CM&I firm agree, the Managing Engineer will submit 

a lump sum fee recommendation IOC to Construction Branch SAD for concurrence.  

1.3.5 SAD will initial the IOC if in agreement. The Managing Engineer will then submit a 

Lump Sum Fee Agreement letter to the CM&I firm. 

1.3.6 Prior to award of the construction project, Engineering Branch will request, whether 

management of the construction project, will be in-house or CM&I. If CM&I, Managing 

Engineer will provide the Company Name, Outline Agreement and amount to appropriate 

to the CM&I contract to cover the construction management and inspection costs. The 

appropriation amount should be a minimal 10% higher than the lump sum fee agreement 

for contingencies.  

1.3.7 After the construction project is awarded and money appropriated to the CM&I contract, 

Managing Engineer will provide a work authorization letter for the SAD’s signature. 

1.3.8 After the construction project is awarded, the Managing Engineer will request for the 

CM&I project team for access (badge) to 611 Walker on regular basis to perform the 

work. 



1.3.A 9/8/2016 Letter Requesting Negotiation



1.3.B 9/8/2016 Estimated Services Fees



1.3.C 9/8/2016 Recommendation Lump Sum Agreement



1.3.D 9/8/2016 Confirmation Letter



1.3.E 9/8/2016 Work Authorization – Page 1



1.3.E 9/8/2016 Work Authorization – Page 2



1.3.F 9/8/2016 CIPMS Security Form Request



1.3.G 9/8/2016 Badge Request Form
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PROCEDURES 

PROCESS 1.4 PROVIDE CONSTRUCTABILITY INPUT DURING DESIGN 

Purpose: To provide input during design & facilitate ease of construction 

1.4.1 Engineering Branch will submit a preliminary Engineering Report (PER) for review. The 

section will review the PER for any construction issues within the timeline provided by 

Engineering. Managing Engineering will provide a formal response providing comments 

or a statement of no comments. 

1.4.2 The Technical Review Committee (TRC) meeting presents the Engineering Firms 

findings and recommendations for the project. The Managing Engineer should attend and 

offer any concerns as it relates to the construction of the project. The construction 

manager may also attend. The Engineering Firm will incorporate comments from the 

meeting and compose a Record of Decision and Action Items (RDAI). The RDAI will be 

distributed for signatures from the TRC members, to include the Construction Branch 

Managing Engineer.  

1.4.3 Engineering Branch will submit 60% and 90% plans for review. Once a complete plan set 

is provided, review the project for constructability issue. 

1.4.4 If any design deliverables are missing, Managing Engineer should return the package to 

Engineering Branch requesting for remaining deliverables. 

1.4.5 Project Manager should conduct the field review of the design and provide comments. 

1.4.6 Project Manager should consider and continue constructability investigation based on the 

field review in the office. Provide the comments based on the detailed design review. 

1.4.7 Managing Engineer reviews Project Manager comments and transmits them by memo to 

engineering branch. 

1.4.8 Project Manager reviews comments with Design and Manager 

1.4.9 At 100% and If no major issues, the Managing Engineer can sign based on Engineering 

Branch resolving before the advertisement of the project. 



1.4.A 9/8/2016 Constructability Review Spreadsheet



1.4.B 9/8/2016 Submittal Review Comments
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PROCEDURES 

PROCESS 1.5 CM INVOICES 

Purpose: Pay CM&I consultant the appropriate amount in a timely manner 

1.5.1 The Project Manager should verify all documents are included in the package before 

forwarding to the Assistant Project Manager. 

1.5.2 Assistant Project Manager logs invoice into the document tracking system. APM 

provides an invoice log sheet and a folder. APM then routes invoice project manager(s) 

for review. 

1.5.3 Sometimes, the consultant could work on multiple projects with multiple project 

managers. Each project manager should review the accuracy of the invoice. Especially, as 

it relates to their project. Each project manager should capture the invoice for their 

project on CIPMS in the project information screen of their project. The last project 

manager to review the invoice should route to the Managing Engineer for review. 

1.5.4 The Managing Engineer should review the invoice for accuracy and ensure information is 

up to date in CIPMS. 

1.5.5 Senior Assistant Director will review and approve the invoice.  

1.5.6 Document Control will update the document tracking system and deliver to Accounting. 



1.5.A 9/8/2016 Consultant Invoice



1.5.B 9/8/2016 Task Cost Details



1.5.C 9/8/2016 Task Cost Summary



COMMUNICATION AND 
DOCUMENTATION 
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PROCEDURES 

PROCESS 2.1 RECEIVE CONTRACT/ PROJECT DOCUMENTS (HANDOFF) 

Purpose: Receive all necessary documentation information to start construction 

2.1.1 After project award, Engineering Branch Project Manager should conduct a construction 

project hand off meeting. The meeting should discuss any special/Outstanding items 

related to the project. The project is dropped off by Engineering Branch. 

2.1.2  Admin Assistant reviews the package using the Project in processing checklist (PIC). 

2.1.3 Admin Assistant signs Project in processing Checklist (PIC). 

2.1.4 Admin Assistant Notifies the Project Manager, the project is ready for pickup. 

2.1.5 Project Manager pick-ups documents.  

 



2.1.A 9/8/2016 Contract Document Transmittal Checklist (Page1)



2.1.A 9/8/2016 Contract Document Transmittal Checklist (Page2)



2.1.B 9/8/2016 Project Inprocessing Checklist (PIC)
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PROCEDURES 

PROCESS 2.2 PROJECT DOCUMENTATION 

Purpose: To ensure all documents are in the project folder as per file codes 

2.2.1 Project Managers will code all documents and put into the proper document control box 

daily. 

2.2.2 Document Control will set up the project files for the new project using labels in Exhibit 

2.2.A and Exhibit 2.2.B. 

2.2.3 The file should also be labeled with the CM Name, Contract Number, WBS Number and 

Contract Title. 

2.2.4 Project Manager will setup the project file in CIPMS, validate data transferred from 

Design. 

2.2.5 Document Control will maintain project files by filling all documents according to 

standard file codes. Until it is time to archive the project. 

2.2.6 Paper Copies need to be scanned and uploaded into CIPMS. 

2.2.7 CM services are to return all hard copies to PM at the end of the project. 

 



2.2.A 9/8/2016 Print Labels



2.2.B 9/8/2016 CIPMS Contract Information



2.2.C 9/8/2016 File Codes (Page1)



2.2.C 9/8/2016 File Codes (Page2)



2.2.C 9/8/2016 File Codes (Page3)
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PROCEDURES 

PROCESS 2.3 COMMUNITY COMMUNICATIONS 

Purpose: To inform the community of construction activities in the neighborhood 

2.3.1 Project Manager informs about the project in the neighborhood. 

2.3.2 Project Manager offers a meeting with the community. 

2.3.3 If a meeting is not required, Project Manager makes the information available to the PIO. 

2.3.4 If a meeting is required, Managing Engineer or Senior Assistant Director will coordinate 

with Council Member’s Office and conduct meeting with Community. 

2.3.5 Project Manager needs to ensure the resident door hanger is filled out with appropriate 

contact information. Project Managers and Project Inspectors should monitor the 

Contractor’s efforts to provide timely notification per Specification Section 01145-105B. 

Project Manager must be engaged with the community throughout the construction 

process. If a concern/complaint is received, the Project Manager/Project Inspector should 

make contact with the citizen and address the issue in a timely manner. The Project 

Manager/Project Inspector should also follow up with the citizen to ensure the concern 

was adequately addressed. 
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2.3.B 9/8/2016 Frequently Asked Questions (FAQ) – (Page1)



2.3.B 9/8/2016 Frequently Asked Questions (FAQ) – (Page2)



2.3.B 9/8/2016 Frequently Asked Questions (FAQ) – (Page3)



2.3.C 9/8/2016 Door Hanger Form
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PROCEDURES 

PROCESS 2.4 ISSUE NOTICE TO PROCEED (NTP) 

Purpose: Initiate work progress and Contract time, with notice of start to all stakeholders 

2.4.1 After receiving the project documents from the Engineering branch, Project manager will 

review and assess for readiness to commence with Contractor. Discuss and agree a date 

to start the mobilization and construction activities. 

2.4.2 Project manager shall prepare a Notice To Proceed letter, in reference to the date that was 

agreed between the City and Contractor. 

2.4.3 Project Manager should route the letter for signatures. 

2.4.4 Project Manager forwards the letter to the Admin Assistant to forward it to the contractor. 

2.4.5 Project Manager simultaneously prepares construction project notices, and routes them 

for signatures. 

2.4.6 Admin Assistant distributes the construction Project Notices to the recipients. 

The following documents will be prepared and disseminated to as called for: 

 Notice to Proceed Letter 
 Work Authorization Notification (if necessary) 
 Pre-Construction Meeting Memo to Council Member(s) 
 Rebuild Houston- Ground Breaking, if M or N project 
 Citizen Net Rebuild Houston, if M or N project. 
 Letter to Utility Companies 

Note: The Notice to Proceed shall be issued to the Contractor within 45 days after the 

Construction Branch receives the Contract from the Engineering Branch. 

 



2.4.A 9/8/2016 Notice To Proceed Letter



2.4.B 9/8/2016 Work Authorization Notification



2.4.C 9/8/2016 Pre‐Construction Council Member Memo



2.4.D 9/8/2016 Rebuild Houston Ground Breaking



2.4.E 9/8/2016 Rebuild Houston Project Notification



2.4.F 9/8/2016 Utility Pre‐Construction Notice Letter (Page1)



2.4.F 9/8/2016 Utility Pre‐Construction Notice Letter (Page2)
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PROCEDURES 

PROCESS 2.5 PRE-CONSTRUCTION MEETING 

Purpose: Initiate the start of construction and meet all team members 

2.5.1 Contract Documents should be transmitted to Contractor no later than the Pre-

Construction Conference. 

2.5.2 The following documents should be transmitted to the Contractor no later than Pre-

Construction Conference: 

 Original Contract 
 Drawing sets (5 minimum) 
 City of Houston sign stickers for Construction Project Sign 
 Any Permits and SWPPP’s transmitted from Design 

 
2.5.3 Project Manager should distribute Pre-Construction Agenda.  

2.5.4 The Project Manager should utilize the PM Pre-Construction Notes to help conduct the 

meeting. Ensure all in attendance sign the Sign in Sheet. 

2.5.5 Meeting minutes should be distributed within ten days after the Pre-Construction 

Meeting. 

 



2.5.A 9/8/2016 Pre‐Construction Agenda (Page1)



2.5.A 9/8/2016 Pre‐Construction Agenda (Page2)
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PROCEDURES 

PROCESS 2.6 PROGRESS MEETING 

Purpose: To ensure team communication throughout the project 

2.6.1 Project Manager will set up re-occurring progress meeting with a consistent time/date and 

location 

2.6.2 Project Manager invites attendees to the Meeting and prepares Meeting Agenda. 

2.6.3 Progress meeting starts with a review of previous meeting minutes to discuss any 

clarifications. 

2.6.4 Project Manager prepares the meeting minutes for the progress meeting. Construction 

Manager prepares minutes for CM&I projects. Construction Manager to review meeting 

minutes with City PM to ensure completeness, if applicable. 

2.6.5 Project Manager will distribute meeting minutes to attendees and uploads them into 

CIPMS, if no comments are made on the minutes. 
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PROCEDURES 

PROCESS 3.1 PROCESS SUBMITTALS 

Purpose: To track and respond to submittals from Contractor in a timely manner 

3.1.1 The Contractor prepares the submittal, noting any materials, products, or methods 

requested as a variance and submit to the Project Manager through CIPMS. Project 

Manager should review the Submittal to route it accordingly. 

3.1.2 The PM routes submittals to Engineer of Record, if the submittal involves Division 2-16 
they are routed to the EOR. 

3.1.3 Project Manager prepares response comments. 

3.1.4 Division 1 submittals usually require response by the Project Manager. If the Submittal is 

responded by the EOR, Project manager reviews it before issuing it to the Contractor. 

3.1.5 If Project Manager agrees to the response of EOR, it is issued to the Contractor through 

CIPMS. 

Note: If Submittals are not being done through CIPMS will use Exhibit 3.1.F, 3.1.G 

 



3.1.A – 3.1.E 9/8/2016 Submittal (CIPMS)

3.1.A

3.1.E

3.1.C

3.1.B

3.1.D



3.1.F 9/8/2016 Submittal to Reviewer (Paper)



3.1.G 9/8/2016 Submittal to Contractor (Paper)
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PROCEDURES 

PROCESS 3.2 PERFORM INSPECTION 

Purpose: To properly inspect work in progress and provide for correction action if needed 

3.2.1 Inspector- Plan and execute Inspection. 

If work is in conformance with Plans and Specifications then proceed to 3.2.2. 

If the work is not in conformance with plans and specifications then proceed to 3.2.3. 

 
3.2.2 If in conformance proceed with the work and document daily construction quantities on 

the plans. 

3.2.3 Inspector informs Senior Inspector of non-conformance activity.  

3.2.4 If it is not a minor deviation of work, Senior Inspector advises City PM and collectively 

decides to issue a Non Conformance to the contractor. 

3.2.5 Project Manager issues a Non-Conformance Notice to the Contractor. And contractor is 

responsible to respond the non-conformance notice and perform the construction activity 

to fix the non-conforming work. Inspector is required to inspect the work done by the 

contractor. (Exhibit 3.2.C) 

3.2.6 If it is a minor deviation the inspector will issue an Advisory Notice in CIPMS.  

3.2.7 Inspector reports the daily construction activities on the Daily Construction Report 

(DCR) within CIPMS and submits report electronically to Senior Inspector for review. 

3.2.8 Senior Inspector reviews DCR for accuracy and submits report electronically to the 

Contractor for review and comments. Contractor signs the DCR and submits 

electronically in CIPMS. Project Manager reviews and submits to the Assistant Project 

Manager and updates database. 



3.2.A 9/8/2016 Daily Construction Report ‐ Template



3.2.A 9/8/2016 Daily Construction Report ‐ Template



3.2.A 9/8/2016 Daily Construction Report ‐ Template



3.2.A 9/8/2016 Daily Construction Report ‐ Template



3.2.B 9/8/2016 Advisory Notice (Paper)



3.2.C 9/8/2016 Non‐Compliance Notice (Paper)
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PROCEDURES 

PROCESS 3.3 REQUEST FOR INFORMATION (RFI) 

Purpose: To provide the Contractor with required information to complete the Work 

3.3.1 Project Manager reviews the RFI submitted by the Contractor and evaluates by contract 

documents to see if it’s a design issue. If RFI is a design issue, forward it to the Design 

Project Manager and the EOR. If it is not a design issue Project Manager will proceed to 

3.3.2. An RFI may be initiated by the City Project Manager or other. 

3.3.2 Project Manager reviews Engineer’s comments and prepares response to RFI.  

3.3.3 If there is a change with time or cost impact,  the RFI response will refer to Request For 

Proposal (Process 3.4) 

3.3.4 If there is a minor work change with no cost or time impact, Project manager initiates 

preparation of Minor Change in Work. 

3.3.5 If there is no work change and no cost or time of impact, the Project Manager will 

distribute RFI response to contractor and field inspector and update database. 

Note:  If not processed in CIPMS, use 00931 Request for Information (RFI) at 3.3.E. 

A routine response time to an RFI is a maximum of 30 days. If the matter is urgent, 

potentially imposing immediate delay or work stoppage, an expedited response may be 

requested. Project Manager should coordinate for timeliness of each response according 

to the information requested, with goal of responding to each request at soonest. 

 

 



3.3.A – 3.3.D 9/8/2016 Request For Information (CIPMS)

3.3.A

3.3.B

3.3.C

3.3.D



3.3.E 9/8/2016 Request For Information
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PROCEDURES 

PROCESS 3.4 REQUEST FOR PROPOSAL (RFP) 

Purpose: Gain timely input from Contractor regarding cost and/or time impacts when change to 

the Work is necessary or desired. 

3.4.1 Project Manager prepares Request for Proposal (RFP) with scope of changes in 

accordance to 01255 and revises drawings specifications as appropriate. Project Manager 

prepares Independent Estimate for change or reviews and revises EOR’s estimate for 

changed work. 

3.4.2 If the change is time critical, then Project Manager initiates Work Change Directive. 

3.4.3 If the change is not time critical, Project manager issues RFP to contractor. Contractor 

submits proposal with time and cost based on scope of changes to City Project Manager. 

3.4.4 Project Manager reviews the proposal with input from Design Manager and EOR. If 

accepted Project Manager proceeds to prepare a change order. (Process 3.7) 

3.4.5 If the Contractor’s proposal is not clear, Project Manager will comment and question the 

estimate to agree on a reasonable cost/time proposal. 

 



3.4.A 9/8/2016 Request For Proposal



3.4.B 9/8/2016 Cost/Time Estimatel Form
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PROCEDURES 

PROCESS 3.5 CLAIMS & DISPUTES 

Purpose: To analyze and settle claims issued by Contractor 

3.5.1 The Contractor shall submit the claim on company letterhead. All appropriate backup 

documentation shall be attached to the letter. All parties shall adhere to Section 4.3 

“Claims and Disputes” of the General Conditions of the Contract. 

Project Manager reviews claim and document in CIPMS. 

3.5.2 Project Manager prepares an analysis of claim (parallel estimate) and verifies if any 

additional information is required. 

3.5.3 If any additional information is required, Project manager requests it from the Contractor. 

3.5.4 If no additional information is required, Project manager routes to Managing Engineer for 

review. Managing Engineer reviews the claims analysis. If there is no merit, proceed to 

step 3.5.7. 

3.5.5 If there is a merit for the claim, Project Manager will negotiate with the Contractor. 

3.5.6 If the issue is resolved, Project Manager will initiate Process 3.7, Change Order. 

3.5.7 If there is no agreement or compromise, Project Manager prepares claim response and 

routes it to the Senior Assistant Director. 

3.5.8 Senior Assistant Director reviews the claim analysis and route it back to the Project 

Manager. 

3.5.9 Project Manager prepares claim consideration letter and submit it to the Contractor. If the 

Contractor agrees to the decision, then proceed to Process 3.7, Change Order. 

3.5.10 If the Contractor is not in agreement with the decision, Contractor or City may request for 

City Engineer Decision. Project Manager prepares recommendation briefing documents, 

and routes it along with the claim documentation to the City Engineer. 

City Engineer notifies the parties of receipt of claim. 

City Engineer conducts meeting with involved parties and provides a written decision on 

the claim. 

 



3.5.A 9/8/2016 Claim Consideration Letter



3.5.B 9/8/2016 IOC Request for Engineer’s Decision
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PROCEDURES 

PROCESS 3.6 PROCESS WORK CHANGE DIRECTIVE (WCD) 

Purpose: Issue authoritative and timely notice of Change to the Work when agreement for cost 

and/or time impact is yet to be achieved 

3.6.1 Process 3.4- indicates that the contractor and City are not in agreement on RFP; progress 

and schedule to make issuance of Work Change urgent. 

3.6.2 City PM prepares Work Change Directive (WCD) and sends to Managing Engineer for 

review. 

3.6.3 When supportive, Managing Engineer walks WCD through to Senior Assistant Director 

(SAD) for signature. 

3.6.4 Project Manager presents the WCD to the Contractor. 

3.6.5 Project Manager updates the database in CIPMS. 

 



3.6.A 9/8/2016 Work Change Directive



3.6.A 9/8/2016 Work Change Directive



3.6.A 9/8/2016 Work Change Directive
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PROCEDURES 

PROCESS 3.7 PROCESS CHANGE ORDER 

Purpose: To timely and clearly record as a supplement to the Contract all necessary or desired 

changes to the Work inclusive of cost and/or time adjustment(s) 

3.7.1 Approach every change order and each item of the change order as an adjustment of the 

contract that ties work with price and time. Price and time adjustments are always 

addressed in their respective columns of Block 6. Work must be addressed in the Block 6 

descriptions. 

3.7.2 Describe the change in terms of scope of the change and justification for the change. The 

scope of the change should address additional work, changed work or required work but 

under different conditions. 

3.7.3 Justification should explain why the change is recommended. It should normally attribute 

the change to one of the following reasons: Error in drawings, Omission in drawings, 

Owner requested scope change, Concealed or unknown conditions, Failure of City to 

provide, Action by the City, Delay without fault or negligence. 

3.7.4 Attach backup documentation for each item of change. Use the following sequence to the 

extent that it applies and documents are available: 

 Fact Sheet  
 RFI 
 RFI response 
 RFP 

 Proposal 
 Contractor’s cost back-up for proposal 
 City’s parallel estimate 
 Daily Construction Reports 

3.7.5 Forward with two copies of change order, one cost and time summary, one copy of back-

up. Include file, notes, forms, and last progress payments. 

 
                                                                                 

          

 



3.7.A 9/8/2016 Change Order



3.7.A 9/8/2016 Change Order



3.7.B 9/8/2016 Fact Sheet



3.7.C 9/8/2016 Errors and Omissions Letter
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PROCEDURES 

PROCESS 3.8 PROCESS PAY ESTIMATES 

Purpose: To pay the Contractor for the work performed during the pay period 

3.8.1 Contractor submits Pay Estimate package to City Assistant Project Manager  five days 

prior to cut off date to include Form 00642, MWBE Utilization form updated 

construction schedule, and drug policy and insurance if necessary. 

APM generates estimate in CIPMS. 

3.8.2 APM routes PAY Estimate package including affidavit, Form 642, Log Sheet, MWBE, 

and Form B2G to Project Manager. 

3.8.3 Project Manager reviews estimate for conformance with work performed. PM processes 

and signs affidavit and routes to Managing Engineer. 

3.8.4 Managing Engineer reviews and recommends pay estimate and routes to Senior Assistant 

Director. 

3.8.5 SAD reviews and approves estimate and routes to Document Control. 

If package is incomplete, the estimate is sent back to the city PM to submit missing 

documents. 

If package is complete it is routed to Document Control. 

3.8.6 Document Control logs in estimate and submits with 20 day stamp. 

Note: All pay estimates shall be submitted to accounting within 10 days of the cut-off date. 

 

        

 



3.8.A 9/8/2016 Pay Estimate



3.8.A 9/8/2016 Pay Estimate



3.8.B 9/8/2016 Affidavit of Work Performed



3.8.C 9/8/2016



3.8.D 9/8/2016 Estimate For Payment



3.8.D 9/8/2016 Estimate For Payment



3.8.D 9/8/2016 Estimate For Payment



3.8.E 9/8/2016 Monthly Subcontractor Payment Reporting Form



3.8.F 9/8/2016 B2G: Audit Summary for Total Contract



3.8.G 9/8/2016 Utilization Schedule



3.8.H 9/8/2016 Over and Under Run Spreadsheet



3.8.I 8/30/2017 Behind Schedule Letter



3.8.K 9/8/2016 Materials on Hand 
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PROCEDURES 

PROCESS 3.9 PREPARE AND EXECUTE MINOR CHANGE IN WORK (MCW) 

Purpose: To document changes to the scope of work that do not impact contract price or time 

3.9.1 Minor Change in Work (MCW) can be identified and initiated either from a RFI process 

or owner requested change. Project Manager will identify the scope of change and verify 

existing pricing terms. 

3.9.2 If there is any drawing or specification revisions required, Project Manager co-ordinates 

with Design Manager and Engineer on Record, for revise in drawings or specifications. 

EOR makes the revisions that are to be issued for the work change. 

3.9.3 Project Manager prepares Minor Change in Work, 00942, with the attachments proposing 

the change in work. 

3.9.4 Project Manager issues it to the Contractor and seeks for acceptance of change in work. If 

the Contractor does not accept, Project Manager initiates the Process Work Change 

Directive.  

3.9.5 If the Contractor accepts, Contractor signs, Project Manager routes for the Signatures. 

3.9.6 After having all the approvals and signatures, Project Manager uploads the MCW with 

addendum in the CIPMS record documents folder. 

        

 



3.9.A 12/05/2016 Minor Change In The Work



CLOSEOUT AND ACCEPTANCE 
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PROCEDURES 

PROCESS 4.1 SUBSTANTIAL COMPLETION 

Purpose: Ensure that all Contract work is complete, any requirements for correction are 
identified, and that Contract duration is concluded. 

4.1.1 Project Manager reviews request letter and Punch List. Project Manager seeks input from 

Project Inspector and Senior Inspector. 

4.1.2 If inspection is not warranted then Project Manager submits letter to the contractor 

challenging inspection readiness (Exhibits 4.1.A) 

4.1.3 If inspection is warranted then Project Manager determines the inspection date, and 

prepares Substantial Completion Letter (Exhibit 4.1.B) 

4.1.4 Managing Engineer will verify the CIPMS records, reviews the substantial completion 

inspection letter and sign it. 

4.1.5 The Admin Assistant makes copies and distributes letter to parties who have to be 

notified in writing of inspection. The following individuals should be notified in writing 

of the inspection: 

 Contractor  
 All City Owners/Operators 
 Engineer of Record 
 Project Testing Lab 
 Design Project Manager 

 Other Involved Agency 
Representatives 

 Senior Inspector 
 Project Inspector 

4.1.6 Project Manager along with designing firm, Inspector and Contractor walk through the 

project and record punch list items. 

4.1.7 If the Contractor has not achieved Substantial Completion, then Project Manager submits 

Substantial Completion Rejection Letter to Contractor with a list of outstanding issues 

required for substantial completion. 

4.1.8 If the Contractor has achieved Substantial Completion, then Project Manager: 

 Prepares and processes a Substantial Completion Certificate (Exhibit 4.1.E) 
 Prepares Substantial Completion granted Letter (Exhibit 4.1.F) with required 

attachments. 
4.1.9 Project Manager Prepares and sends Utility Transfer Letter *if Applicable* (Exhibit 

4.1.G) 



4.1.A 9/8/2016 Substantial Completion Inspection Rejection Letter



4.1.B 9/8/2016 Substantial Completion Inspection Letter



4.1.C 9/8/2016 Punch List



4.1.D 9/8/2016 Substantial Completion Inspection Sign In Sheet



4.1.E 9/8/2016 Certificate Of Substantial Completion Letter



4.1.F 9/8/2016 Substantial Completion Granted Letter (Page 1)



4.1.F 9/8/2016 Substantial Completion Granted Letter (Page 2)



4.1.G 9/8/2016 Utility Transfer Request Letter



4.1.H 9/8/2016 Utility Transfer Data Sheet
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PROCEDURES 

PROCESS 4.2 FINAL COMPLETION 

Purpose: To ensure the Work was completed as per Contract 

4.2.1 After the Contractor submits Notice of Final Completion DOC 00673, Project Manager 

will verify the document list (Exhibit 4.2.A). 

4.2.2 Project Manager coordinates with Project Inspector for inspection date. 

4.2.3 Project Manager conducts final completion inspection and transmits final inspection 

report to Contractor. Then the Project Manager performs the following: 

a. Final Completion Inspection Letter 
b. Final Completion Inspection Memo 
c. Ribbon Cutting Memo 
d. O&M Transmittal Memo 
e. Final Completion Inspection Sign-In Sheet 

4.2.4 If project is complete then Project Manager collects and completes remaining documents 

from contractor. If the project is not complete then the Project Manager notify contractor 

and the contractor completes all the remaining items. After Completing all items 

contractor will notify Project Manager. Then Project Manager will evaluate if another 

inspection is needed. 

4.2.5 Upload and attach all the documents in CIPMS. 

4.2.6 The Project Manager submits As Built drawings to the Design Project Manager and 

O&M/Warranty Package to owner. 

4.2.7 Project Manager prepares final completion certificate and routes with  the following: 

  a. Final Inspection Report 
  b. Final Completion Granted Letter 
  c. Record Drawing Transmittal Memo to Engineering 
  d. Contractor Performance Evaluation 
  e. Phase III Evaluation Cover Letter 
  f. Evaluation Phase III Form 
  g. CM Evaluation Phase III 
  h. Construction management Evaluation Letter 
  i. Estimate For Payment     



4.2.A 9/8/2016 Final Completion Checklist



4.2.B 9/8/2016 Final Completion Inspection



4.2.C 9/8/2016 Final Completion Inspection Memo To Council Member



4.2.D 9/8/2016 Ribbon Cutting Memo To Council



4.2.E 9/8/2016 O & M Transmittal Memo



4.2.F 9/8/2016 Final Completion Inspection Sign‐In Sheet



4.2.G 9/8/2016 Final Inspection Report



4.2.H 9/8/2016 00650 Certificate of Final Completion



4.2.I 9/8/2016 Final Completion Granted Letter



4.2.J 9/8/2016 Record Drawing Transmittal Memo To Engineering



4.2.K 9/8/2016 Contractor Performance Evaluation (Page1)



4.2.K 9/8/2016 Contractor Performance Evaluation (Page2)



4.2.K 9/8/2016 Contractor Performance Evaluation (Page3)



4.2.L 9/8/2016 Phase III Evaluation Cover Letter



4.2.M 9/8/2016 Engineer Phase III Evaluation Form (Page1)



4.2.M 9/8/2016 Engineer Phase III Evaluation Form (Page1)



4.2.N 9/8/2016 CM Evaluation 



4.2.O 9/8/2016 Construction Management Evaluation Letter
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PROCEDURES 

PROCESS 4.3 PRELIMINARY DRAFT OF THE FINAL PAYMENT 

Purpose: To pay the Contractor all undisputed amounts for the complete Contract 

4.3.1 Project Manager confirms documentation of actual final installed quantities with the 

assistance of the Project Inspector and Senior Inspector. 

4.3.2 Assistant Project Manager Prepares preliminary draft of the final certificate of payment. 

4.3.3 Project Manager reviews Preliminary Draft of the Final certificate of Payment. After the 

review, PM should prepare and send a pre-draft letter to the contractor. 

4.3.4 If the contractor does not sign it, then Project Manager should review all the disputed 

items with the contractor. 

4.3.5 If there is no agreement on any of the disputed items, Contractor should submit the claim 

in 10 days, on the remaining disputed items. Project Manager will review, reconcile and 

issue all undisputed items for payment.  

4.3.6 Project Manager will review the claim forwarded by the contractor and if it is resolved 

within the reasonable time, a revised draft should be issued. 

4.3.7 If the claim could not be resolved and still contractor is not signing the pre-draft, the 

Project manager sends intent to close letter (Exhibit 4.3.B) to contractor. If the Contractor 

does not respond within requested frame, proceed to step 4.3.8. 

4.3.8 If the contractor does not respond to the intent to close letter within requested time frame, 

Assistant Project Manager will Submit Final Draft to OBO requesting final close out 

information.



4.3.A 9/8/2016 Preliminary Draft of Final Certificate of Payment Letter to Contractor (Pg 1)



4.3.A 9/8/2016 Preliminary Draft of Final Certificate of Payment Letter to Contractor (Pg 2)



4.3.B 8/30/2017 Intent To Close Project Letter



4.3.C 8/30/2017 Final Closeout Information Request to OBO
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PROCEDURES 

PROCESS 4.4 PREPARE REQUEST FOR COUNCIL ACTION (RCA) 

Purpose: Prepare and support requests for Council approval of any motions and/or ordinances 

required by Construction Branch 

4.4.1 Managing Engineer evaluates and identifies the need for the Council Action. 

4.4.2 Assistant Project Manager assembles all Preliminary Documents and RCA Checklist 

(Exhibit 4.4.A) 

4.4.3 Assistant Project Manager Prepares Draft RCA (Exhibit 4.4.B) 

4.4.4 Assistant Project Manager Assembles RCA package per Section A of Accept work RCA 

checklist 

4.4.5 Submit draft of RCA to legal for review. If documentation is missing refer to 4.4.4 

4.4.6 If no missing documentation then the Assistant Project Manager forwards completed 

RCA package to Project Manager and Managing Engineer for review and signatures. 

4.4.7 Managing Engineer reviews and signs RCA and Change Order if included. 

4.4.8 If additional appropriation is needed then Assistant Project Manager submits RCA to 

Funding Division for review; log in and out dates in database. 

4.4.9 If additional appropriation is not needed the Assistant Project Manager submits RCA to 

Admin Services for signature by Senior Assistant Director, Deputy Director & Director; 

replace original final payment documents with copy. 

4.4.10 After City Council approves the Motion or Ordinance, the Project Manager will update 

the database. 

                                                                                 

          



4.4.A 9/8/2016 Checklist for Request for Council Action



4.4.B 9/8/2016 Pre‐Draft of the Request for Council Action 



4.4.C 9/8/2016 Request for Council Action – Routing Form
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PROCEDURES 

PROCESS 4.5 PROCESS FINAL PAYMENT 

Purpose: To pay the Contractor all undisputed amounts in a timely manner 

4.5.1 Assistant Project Manager keeps track of the Council motion to check the date for 

approval. 

4.5.2 Assistant Project Manager obtains a copy of the Council Motion. 

4.5.3 Assistant Project Manager transmits Final Pay Estimate and Final Payment Request 

Letter (Exhibit 4.5.A) to accounting. 

4.5.4 Document Control Log, Copy, and submit Pay Estimate to Capital Project Accounting 

and Date Stamp all Copies including memo cover. 

4.5.5 Project Manager update critical dates in database and mark project as closed. 

          

 



4.5.A 9/8/2016 Final Payment Request Letter
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PROCEDURES 

PROCESS 4.6 WARRANTY 

Purpose: To ensure the completed work is still properly functioning prior to the end of the 

warranty period. 

4.6.1 After Substantial Completion, Project Manager will update CIPMS. 

4.6.2 Project Manager will review warranty bond and other contract related documents. 

4.6.3 Project Manager will be responsible to set up notification alert for warranty inspection 

procedure to be start 10 months after substantial completion date. 

4.6.4 Project Manager prepares letter to schedule warranty inspection date for review and 

signature. Project Manager processes warranty inspection letter (Exhibit 4.6.A). 

4.6.5 Project Manager conducts warranty inspection along with the Project Inspector and 

Senior Inspector. 

4.6.6 If there are deficiencies then the Project Manager submits Deficiencies Letter and List 

(Exhibit 4.6.B). Contractor is required to resolve list of deficiencies per project plans and 

specifications. 

4.6.7 If there are no deficiencies then the Project Manager issues Warranty Conformance Letter 

(Exhibit 4.6.C). 

 

 

          

 



4.6.A 9/8/2016 Warranty Inspection Letter



4.6.B 9/8/2016 Deficiency Letter and List



4.6.C 9/8/2016 Warranty Conformance Letter
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PROCEDURES 

PROCESS 4.7 ARCHIVE PROJECT DOCUMENTS 

Purpose: To properly close and archive projects in system 

4.7.1 Document Control sends out the Authorization for Destruction of Records letter (Exhibit  

4.7.A) to the Project Manager and Managing Engineer of the Project. 

4.7.2 Once Signed Document Control pulls all coded folder from project drawer and check 

files against CIPMS. 

4.7.3 Document Control needs to look for file sizes to see if the files can be uploaded on 

CIPMS. 

4.7.4 Document Control archive files in CIPMS and notifies Project Manager to change status 

of the project. 

4.7.5 Project Manager change status from Closed to Archived. 

4.7.6 Document control delete project from DSCAN after Archived in CIPMS 

 

 

          

 



4.7.A 9/8/2016 Authorization for Destruction of Records
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PROCEDURES 

PROCESS 5.1 REVIEW AND ROUTE SURVEY REQUESTS 

Purpose: To receive and record required information needed to initiate and complete Survey 

Section support package 

5.1.1 Chief Surveyor receives survey work request package. 

5.1.2 If the package is incomplete, Chief Surveyor returns via email to Requester. 

5.1.3 If the Package is complete the Chief Surveyor assigns the task and forwards to Admin 

Assistant to be recorded in the Job List Spreadsheet. 

5.1.4 Admin Assistant completes to record the Survey Request in the job list spreadsheet. 

5.1.5 Admin Assistant transfers the Survey Work Package to the Assignee. 

 

 

          

 



5.1.A 9/8/2016 Survey Work Request
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PROCEDURES 

PROCESS 5.2 RIGHT-OF-WAYS REVIEWS 

Purpose: To review and record Right-of-Way to meet City of Houston compliance standard 

5.2.1 Project Technician records packet information in ROW XLSX and assigns image ID 

number 

5.2.2 Project Technician reviews submission for compliance with ROW, Easement & JRC 

checklist. 

5.2.3 If Non-Compliant Project Technician notifies SOR and Requester via email of issues that 

need to be addressed for compliance. 

5.2.4 If compliant Project Technician to obtain parcel number from real estate, assign a 

Drawing number and update ROW XLSX. 

5.2.5 Project Technician to forward packet to Superintendent to review and sign as noted. 

Superintendent to return to Project Technician. 

5.2.6 Project Technician need to make necessary copies and send them to the Requestor. 

5.2.7 Project Technician files the package with ROW records. 

 

 

          

 



5.2.A 9/8/2016 Right‐Of‐Way Checklist



5.2.B 9/8/2016 Easement Approval  ‐ Survey Check List (Page 1)



5.2.B 9/8/2016 Easement Approval  ‐ Survey Check List (Page 2)



5.2.C 9/8/2016 J.R.C – Survey Check List (Page 1)



5.2.C 9/8/2016 J.R.C – Survey Check List (Page 2)
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PROCEDURES 

PROCESS 5.3 RIGHT-OF-WAYS DOCUMENT MANAGEMENT 

Purpose: Fulfill responsibility for input of records into City Engineers Office file room 

5.3.1 Project Technician receives the finalized ROW package. 

5.3.2 Project Technician records the package information in 9000R.XLSX or 

ROWPLAN.XLSX. 

5.3.3 Project Technician identifies from chart 005.3B color code chart, to assign appropriate 

color code and records the index map. 

5.3.4 If drawings are larger than 11X17 PT to forward package to City Engineers file scan and 

Assign Number. 

5.3.5 If drawings are 11X17 or smaller  Project Technician to scan package for archiving using 

the image ID number and place in GIMS cabinet. 

          

 



5.3.A 9/8/2016 ROW Documents Example



5.3.B 9/8/2016 Color Code Chart
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PROCEDURES 

PROCESS 5.4 SITE PLAN REVIEW 

Purpose: Ensure standards are met for development of City of Houston properties with public 

facilities 

5.4.1 Project Technician receives project package. 

5.4.2 Project Technician reviews 60%, 90% and Mylar Checklist for compliance. 

5.4.3 Project Technician confirms FC has completed field review and alerts FC if not 

completed. 

5.4.4 If non-compliant or comments exist Project Technician returns to Engineering Branch to 

review and correct. Project Technician to sign and date Mylar when all comments have 

been addressed. 

          

 



5.4.A 9/8/2016 Plan Review Checklist (Page 1)
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PROCEDURES 

PROCESS 5.5 SITE MONUMENT REVIEW 

Purpose: To establish and record City monuments  

5.5.1 SOR requests site monument documents for setting CIP project. AA receives request and 

updates the appropriate spreadsheet log 9000R.XLSX or ROWPLAN.XLSX  

5.5.2 SOR sets monuments and submits completed monument data sheet to PT. 

5.5.3 PT receives and reviews the monument data sheet and forwards to FC to confirm 

compliance. 

5.5.4 If non-compliant PT returns via email to SOR for corrections and resubmission. 

5.5.5 If compliant PT assigns monument number from ArcMap, Site Monument to GIMS and 

file Original with AA in Monument Book. 



5.5.A 9/8/2016 Monument Sheet Template



5.5.B 9/8/2016 Monument Construction
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