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CITY OF HOUSTON


[Contracting Department]

	Bill White
Mayor

[Contracting Dept’s Director]
Director

[Contracting Department]
[Dept’s Address]
Houston, Texas [Zip]
www.cityofhouston.gov


[Date]

[Contractor]

ATTN:  [Contractor Contact]
[Contractor's Address]

[City, ST  Zip]

RE:
CONTRACT APPROVAL NOTIFICATION
[Project Name]

Project No. [GFS/CIP/AIP/File No.]
Dear [Contractor Contact]:

The City Council has approved your contract for the referenced Project.  The Contract is not effective until countersigned by the City Controller, after which you will receive a Notice to Proceed.  The anticipated Date of Commencement of the Work is [Commencement Date].  

A preconstruction conference is scheduled in [general description for location of preconstruction conference], [address], Room [number] at [time] p.m., on [day of week], [date].  Representatives of the following Project team members are requested to attend:

City Engineer
[Construction Manager]

Design Consultant 
Inspector

Contractor
Testing Laboratory

Major Subcontractors

At the preconstruction conference, the following items will be discussed.  Submit these items to the Project Manager prior to the meeting in ample time for review.


[X]
Safety Program (Document 00700, Paragraph 10.1.1).


[X]
Site Utilization Plan (Section 01145).


[X]
Schedule of Values (Section 01292), if any.


[X]
Initial Construction Photographs (Section 01321), if required.


[X]
Preliminary Construction Schedule and Billing Forecast (Section 01325)


[   ]
Bar Chart Schedule (Section 01326), as specified.


[X]
Submittal Schedule (Section 01330).


[X]
Site-specific Storm Water Pollution Prevention Plan (Section 01410).


[X]
Contractor’s Quality Control Plan (Section 01450), if required.


[X]
Traffic Control Plan (Section 01555), if required.


[X]
Site-specific Dewatering Plan (Section 01570), if required.

[X]
Plan for Control of Ground and Surface Water (Section 01578), if required.

[X]
Project Signs Submittal (Section 01580).


[X]
Trench Safety Plan (Section 02260), if required.

[Date]

[Contractor]
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[Project Manager, Construction Manager] has been assigned by the City Engineer to handle administration of the Contract on his behalf.  Use the following information for mail, fax, email and telephone contact:

City of Houston
Telephone:  [PM or CM Phone No.]
[Contracting Department] 

[PM or CM Street Address]
FAX:  [PM or CM Fax No.]
Houston, Texas [Zip]
ATTN:  [PM or CM Name]
Email:  [PM or CM email address]
We are also ready to receive and process Shop Drawings, Product Data, and Sample submittals.  Refer to Section 01330 - Submittal Procedures and Section 01340 - Shop Drawings, Product Data, and Samples.  

Mobilization can begin on the Date of Commencement of the Work, which will be given in the Notice to Proceed.  Refer to Section 01502 - Mobilization.

Direct questions related to the Project to the Project Manager.  My staff and I look forward to working with you to achieve successful completion of this Project.

Sincerely,

Assistant Director

[Contracting Division]

[Contracting Department]

[AD:typ]

c:
[Contracting Department’s Director]
[Contracting Division’s Deputy Director]


File No.  [File No.]
Document 00550 – Contract Approval Notification (March 10, 2004)

INSTRUCTIONS FOR DOCUMENT 00550
CONTRACT APPROVAL NOTIFICATION
PURPOSE:  The Contract Approval Notification informs Contractor that City Council has approved its Contract, but that it is not yet effective until countersigned by the City Controller.  In addition, a tentative date, time and place for the preconstruction conference is scheduled, the City’s Project Manager (in house) or Construction Manager (out-sourced firm) is identified and Contractor is advised of submittal items that need to be approved before that meeting.

APPLICATION:
  Contractor is officially notified about the preconstruction conference and who the PM/CM will be.

RESPONSE:  Contractor prepares and submits all required submittals to Project Manager (or Construction Manager) prior to preconstruction conference, allowing enough time for their review prior to the conference.

INSTRUCTIONS:  This document is prepared by the City Project Manager (or Construction Manager) and forwarded to Contractor for its response.

Word Processor replaces italicized text and brackets with corresponding information.  The following instructions correspond to bracketed-italicized fields on the form, reading from top to bottom.

  1.
Insert name of Contracting Department.

  2.
Insert name of Contracting Department’s Director and any suffix (e.g. “P.E.”).

  3.
Insert name of Contracting Department.

  4.
Insert Contracting Department’s Address (Street or POB) and Zip.

  5.
Insert date document will be mailed.

  6.
Insert name of Contractor’s Company performing the Work.

  7.
Insert name of Contractor's designated representative.

  8.
Insert Contractor's street address.

  9.
Insert Contractor's city, state, and zip code.

10.
Insert Project name as stated in Contract documents.

11.
Insert Project GFS/CIP/AIP/File number.

12.
Insert name of Contractor's designated representative.

13.
Insert anticipated Date of Commencement of the Work.

14.
Insert general description for location of preconstruction conference.

15.
Insert preconstruction conference address.

16.
Insert preconstruction conference room number.

17.
Insert preconstruction conference time. 

18.
Insert preconstruction conference day of the week.

19.
Insert preconstruction conference date.

20.
Insert name of Construction Manager, if applicable.

21.
If Bar Chart is to be used, delete “X” in brackets beside Section 01325 and place “X” in brackets beside Section 01326

22.
Insert date document will be mailed.

23.
Insert name of Contractor’s Company performing the Work.
24.
If an in-house employee will be used to administer the Contract, choose “Project Manager”.   If an outside firm will be used for this, choose “Construction Manager”.

25.
Insert telephone number for the PM or CM, whichever one is used.  Include area code.

26.
Insert name of Contracting Department.

27.
Insert street address for the PM or CM, whichever one is used.

28.
Insert FAX number for the PM or CM, whichever one is used.  Include area code.

29.
Insert Zip Code for PM/CM address used in number 27 above.

30.
Insert Name of PM/CM with appropriate prefix (Mr., Ms., etc.) and suffix (AIA, P.E., etc.).  If CM is used, insert the name of the person, not the company.

31.
Insert email address for the PM or CM, whichever one is used.

32.
Insert name of division within the Contracting Department.

33.
Insert name of Contracting Department.
34.
Insert appropriate Assistant Director's initials and typist's initials.

35.
Insert name of Contracting Department’s Director

36.
Insert name of Contracting Department’s Deputy Director over the division in Instruction No. 34.

37.
Insert the file number for the Project.
Council Members:     Toni Lawrence  Carol Mims Galloway  Mark Goldberg  Ada Edwards  Addie Wiseman  M.J. Khan  Pam Holm  Adrian Garcia  Carol Alvarado               

                                  Mark Ellis   Gordon Quan   Shelley Sekula-Gibbs, M.D.   Ronald C. Green   Michael Berry                                  Controller:  Annise D. Parker


