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CHAPTER 1 

Introduction 
 

This manual provides a defined process to properly plan, develop, and manage Capital Improvement Projects (CIP) 

for the City of Cedar Rapids.  This manual is applicable to any CIP project that is funded in whole or in part with 

local funds, but provides the guidance to manage City projects both inside and outside the public right-of-way. If 

the project includes State or Federal funding, additional guidance will likely be needed beyond what is outlined in 

this manual. 

This manual exists to provide information and instructions to Project Managers (PMs) in order to help them 

successfully plan, develop, and manage CIP projects. Both City PMs and Consultant PMs will use this manual. For 

City PMs who frequently follow the process, the manual serves as a reference tool to quickly locate more detailed 

information on a specific topic. For Consultant PMs that may be unfamiliar with the City’s process, the manual 

serves as an overview and introduction to the process. 

The key to a successful project is its Project Manager (PM). The PM is the City staff member responsible for 

leading, staffing, and managing all aspects of the project. 

The PM is supported by a Project Team comprised of individuals from the City and, at times, from a Consultant. 

Each team member is responsible to deliver a portion of the project. However, the PM’s responsibility is to deliver 

the entire project from getting started through project closeout.  

The City’s PM is the face of the City for the projects they manage. The manner in which the PMs conduct 

themselves is a major determinant to how the public and other parties associated with any project come to view 

the agency and its performance. The PM’s most important responsibility is successful delivery of the project to the 

ultimate client – the citizens of Cedar Rapids. 

Overview 

The intent of the manual is not to include all the details of the City’s project development and management 

process. Instead, the manual provides a central location from which all of the information relevant to development 

and management of CIP projects is located. In many cases, the manual references Standard Operating Procedures 

(SOPs) that provide detailed instructions concerning specific parts of the process. To view or print a referenced 

SOP, simply click on the hyperlink provided, shown with blue, underlined text. 

The process defined in this manual is a combination of the City of Cedar Rapids Capital Improvement Projects (CIP) 

Development and Management Handbook, last updated in January of 2012 and The Ultimate Public Works Project 

Management Manual, developed by PSMJ Resources, Inc. and copyrighted in 2015. 
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The manual includes seven major sections, which should generally be completed in the order listed. The Right of 

Way and Assessments chapters may not apply to every project and are completed concurrently with design.  Each 

section is necessary in order to properly budget, schedule, design and construct CIP Projects.  The Sections are: 

 Getting Started 

 Design  

 Right of Way 

 Special Assessments 

 Bid Phase 

 Construction 

 Project Closeout 

The Getting Started section includes establishing a project goal, justification for the project, a review of the use of 

City resources needed for this project, analysis of risks and evaluation of all possible project roadblocks.  An initial 

project concept, scope, schedule, and budget will be developed at this time.  It is at this stage when it is 

determined whether to do the design in-house or utilize a Consultant. 

The intent of the Design phase is to develop plans with information sufficient to provide construction contract 

documents that meet the project goal. This section follows the design progress from functional design through 

final bid documents. 

The Right of Way section spells out the process for preparing acquisition documents and submitting them to the 

City’s right-of-way division to acquire any necessary property and/or easement rights for the project.  

With some CIP projects, a portion of the project may be assessed to the adjacent property owners. The Special 

Assessments section lays out the timeline for the assessment process and the documents what needs to be 

prepared. 

The Bid Phase begins with filing plans with the City Council and goes through Recommendation of Award. 

The Construction section spells out the process from the Notice of Award through the completion of construction. 

Project Closeout is the final phase in the project management process.  This phase includes documents for 

closeout of Contractor and Consultant contracts. It also covers other documentation needed such as permit 

closure, warranty period, and file retention.  
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CHAPTER 2 

Getting Started 
 

Starting each project with a well-defined plan is critical to its success. In this phase, the City Project Manager (PM) 

will collect information required for appropriate planning of a CIP project and present it in a report type format – 

the CIP Statement Form. With appropriate effort during the project planning phase, unforeseen issues are less 

likely in the design and construction phases of a project. 

With all the research and data collection complete, an initial concept identified, and buy-in from others – including 

Public Works, Utilities and potentially other City department/division staff – the project can proceed. This chapter 

includes the steps to take before design commences, including establishing a project number, assembling the 

design team, setting up project folders, and setting up Microsoft Project to help track and manage the project. 

The following flow chart summarizes the tasks involved during the Getting Started phase. 

 

The CIP Statement Form 
Every CIP project begins as an idea. The idea is usually generated in response to a need or problem as a means of 

addressing it. In order to determine if an idea should become a project, the PM will fill out the CIP Statement 

Form. 

The PM will gather information – with input from other Public Works divisions, City departments, and possibly 

outside agencies – to help scope the project, plan out the time requirements to complete it, and to anticipate the 

needs of external stakeholders. At the end of this process, a go/no-go decision will be made for each project. If the 

project is a “go”, each team member will sign their name at the bottom of the CIP Statement Form, indicating that 

they have provided input and that they agree that the project is warranted and should proceed. 

The CIP Statement Form is contained in the Project Development Guide (PDG). The PDG covers a project’s life cycle 

from Getting Started to the beginning of the Construction phase. This working document is the collection of 

essential and basic project information that creates a record of the project. The form will be updated and revised 

several times as a project progresses, and is ultimately used to create the Project Manual. 
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Refer to document: TEMPLATE – PROJECT DEVELOPMENT GUIDE  

The following is an outline of key sections in the PDG. 

Project Name 
A project name should generally describe the entire project in one sentence and should include, at a minimum, the 

project location (including quadrant) and the type of work. The roadway limits should be listed from south to north 

or west to east.  When a project is located all within one quadrant, the quadrant need only be included in the 

primary roadway name. If the project crosses quadrants, the quadrant should be indicated for the project limit 

roadways.  

Examples: 

 Center Point Road NE from J Avenue to 29th Street Intersection Reconstruction and One-Way to Two-Way 

Conversion 

 Old Marion Road NE from South of Regent Street to C Avenue Pavement Rehabilitation 

 Pedestrian Crossing Upgrade 1st Avenue East from 2nd Street to 5th Street 

 Peace Avenue NW from Jacolyn Drive to Midway Drive Pavement and Water Main Improvements 

 Edgewood Road NW Portland Cement Concrete Trail from the Cedar River to Ellis Road 

 Hoosier Creek East of Earhart Lane SW Sanitary Sewer Improvements 

 FY20 Sanitary Sewer Lining Improvements 

 McLoud Run from J Avenue NE to Collins Road NE Drainage Improvements 

Project Limits 
The project limits should encompass the entire project. A more comprehensive description of the limits can be 

added here. For example, if the project has multiple locations – i.e. pavement milling project or curb repair project 

– all locations can be listed. 

Envision CR Goal 
Envision CR is the City’s comprehensive plan – a visionary plan for Cedar Rapids’ future. The structure of the plan is 

organized around six strategic elements, each providing goals and initiatives for public policy. The goal of a CIP 

project typically falls within the GrowCR, ConnectCR, or ProtectCR elements. 

Refer to document: ENVISION CR  

Project Purpose and Need Statement 
As stated earlier, the idea for a project is usually generated in response to a need or problem. This need is often 

identified by citizens, City Council, City staff, or other agencies. The need should be clearly identified as well as 

what is to be achieved by addressing the need with a project. 

Examples: 

 The purpose of this project is to extend the pavement life. The pavement’s condition warrants 

improvements, but does not yet need replacement. 

 The purpose of this project is to replace the pavement. The pavement condition has deteriorated to the 

point where complete reconstruction is necessary. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://www.cedar-rapids.org/local_government/departments_a_-_f/community_development/plans/envisioncr_Comprehensive_Plan.php
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 The purpose of this project is to provide a safe and reliable source of potable water to the neighborhood. 

The existing watermain has an established break history and needs to be replaced. 

 The purpose of this project is to increase the sanitary sewer capacity needs in the area. Upstream flow has 

increased due to the development of an industrial site. 

 The purpose of this project is to construct ADA ramps at the intersection. A safe route to school goes 

through the intersection and there are no sidewalk ramps. 

 The purpose of this project is to construct a roundabout at the intersection. The existing all-way stop 

cannot handle the traffic and is unsafe. 

It is possible that a concern of citizens, City Council, other departments, or other agencies will not warrant a 

project.  This section provides justification that the issue is a project deserving of additional review and 

consideration.  If the City ultimately decides to proceed with the project, language contained in this section may be 

useful when preparing Council Agenda Cover Sheets. 

MANAGING PROJECT RISKS 

After determining what goals need to be achieved with a project, it is important to think about what could prevent 

achievement of those goals. Think about what will define the success of the project and what the risks are to that 

success, such as: 

 Adjacent land use – What is the current and anticipated land or property adjacent to the proposed project 

that may be impacted? Is it near a hospital or school? Are there alternative routes to access the area if 

road closures are necessary? 

 Right-of-Way  (ROW)– Is additional ROW anticipated to be acquired? Who is ROW required from – private 

citizen, local business, national business, railroad? 

 Utilities – Are there any known existing utilities that need to be relocated or replaced? Is there enough 

time for the work to occur? 

 Railroad – Will the project include a railroad crossing? 

 Assessments – Will a portion of the project costs be assessed to the property owners? Are they aware of 

this? 

 Permits – What permits might be required? Will the construction zone be in a flood plain or floodway? Is 

any part of the project along a state highway route or within Linn County’s jurisdiction? 

 Public acceptance – Is there a known opposition to the project? 

 Nature of project – Is there a high degree of difficulty or complexity? Is the site easily accessible? 

 Construction factors – Can local contractors do the work? Is there a significant amount of similar 

construction in the area that could affect costs? 

 Construction project schedule – Are there specific milestones that must be met (i.e. intersection open 

before school starts)? 

 

The PM should brainstorm five to ten potential risks that could impact the project, identify the potential impacts of 

these risks, prioritize the risks by severity and probability, and then develop measures to eliminate or mitigate the 

risks. One way to prioritize risk is using the formula: Priority = Severity x Probability 
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 Consequence Severity 

Insignificant Minor Moderate Major Catastrophic 

Event 
Probability 

Rare Low Low Low Medium Medium 

Unlikely Low Low Medium Medium High 

Possible Low Medium Medium High High 

Likely Medium Medium High High Very High 

Frequent Medium High High Very High Extreme 

Managing Project Risks – The Ultimate Public Works Project Management Manual 

 

Potential challenges should be closely considered and mitigation measures should be identified for all risks with a 

high to extreme potential impact on scope, schedule, and/or budget. 

Initial Concept and Anticipated Project Scope 
The initial concept is essentially the anticipated scope of the project – i.e. what the project includes. The scope 

should directly address the project’s purpose. The Initial Concept should be a few sentences about the scope of the 

project while the Anticipated Project Scope is just a “check-the-box” for everything that might apply. 

Example Initial Concept: 

 This project consists of PCC patching, crack and seat existing pavement, asphalt overlay, upgrade of 

existing non-conforming sidewalk ramps, water valve and hydrant replacement, and other miscellaneous 

work. 

 The project consists of reconstruction of a portion of the street, construction of a roundabout at the 

intersection, construction of new sidewalk, replacement of non-conforming sidewalk ramps, storm sewer 

improvements, water main relocation, lighting design, and landscape design. 

The initial concept is just that – a concept. It is just a starting point, not a commitment. If the City decides to 

proceed with the project, a project scope will be finalized later in the process. 

Funding Sources 
All known funding sources should be identified at the start of the project. The processes in this manual will be 

followed for projects with local funds. If state and/or federal funds are incorporated into the project, that may 

trigger additional requirements, not covered in this manual. 

Tentative Schedule 
Without a schedule, a project would likely never get done. At this early planning stage, it is important to develop a 

preliminary schedule of the work. This helps the City plan for cash flow, helps determine specific time periods for 

resources (i.e. when will right-of-way agent be needed), and enhances communication among the project team as 

everyone understands the big picture. 

When developing a schedule, consider the complexity of the project, what tasks need to be accomplished, and 

what the relationship is between tasks (i.e. does one task need to be complete before another task can be started). 

Identify typical and critical milestones taking into account things such as school schedules (i.e. does this project 

need to be complete while school is not in session), community events, holidays, and the impact on traffic with 

other area projects (parallel arterial streets should not be under construction at the same time). 
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Take into account things that may be out of the City’s control such as private and/or public utility relocations, 

right-of-way negotiations, and time to coordinate with a railroad. Additional information regarding timelines for 

these items can be found later in the manual. 

Also identify any time restrictions associated with funding, especially if applying for grants. The application 

deadline, length of time for acceptance decision, and date of funding availability should be considered. 

Existing Conditions 
The more information available at the planning stage of a project, the better set up it will be for success. Below are 

several items which should be addressed during project option development.   

Record drawing research – The purpose of this item is to research and collect the plans / as-builts available for the 

improvements affecting the project area.  This shall include both public and private improvement record drawings. 

The most helpful pieces of information for finding record plans is having a project number or, failing that, a 

timeframe for the previous work. 

Refer to document: SOP – FINDING PLANS AND RECORD DOCUMENTS  

Field Check – A quick walk or drive through of a project at the planning stage may reveal things not originally 

considered. 

ADA Compliance – Sidewalks, street crossings, transit stops, and other elements in the public right-of-way can pose 

challenges to accessibility. The project area should be evaluated for accessibility and all elements that do not 

comply with the Americans with Disabilities Act (ADA) should be identified to be addressed in the project. 

Geotechnical report – This item includes collection of the best available information related to soil types in the 

project area.  Soil borings are required for most projects and should be included in the scope of services. 

Existing Pavement – The purpose of this item is to collect the best available information about the age and 

condition of existing pavement in the project area, including type of surface, planned maintenance, and existing 

maintenance bonds.  Pavement cores may be required to verify pavement structure, soundness, and depth. This 

item also includes gathering design data such as functional classification, traffic volume, and design speed. 

Sanitary sewers – This item includes collection of all information related to the sanitary sewer system in the 

project area. The City sewer maintenance division has an annual program to televise sanitary sewer pipes. These 

televising videos are available on the City’s Infrastructure Viewer. If video is not available for a time period within 

the last three years, current television inspections may be requested via the Engineering On-Call Sewer Televising 

Contract. For the sewer services, if the adjacent buildings were constructed between 1947 and 1971, there is a 

high possibility that the services are constructed of Orangeburg material, which is prone to failure. Sanitary sewer 

service records should be checked to determine when laterals were installed. 

Refer to document: SOP – RESEARCHING SANITARY SEWER SERVICE RECORDS 

Storm sewers – This item includes collection of all information related to the storm sewer system in the project 

area. Like the sanitary sewer, the City sewer maintenance division has an annual program to televise storm sewer 

pipes. These televising videos are available on the City’s Infrastructure Viewer. If video is not available for a time 

period within the last three years, current television inspections may be requested via the Engineering On-Call 

Sewer Televising Contract. This item should also include collection of information related to the hydrology and 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
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hydraulics of surface water within the project corridor including information related to existing detention, 

hydraulics of significant structures and/or pipe sections, and other pertinent information. Finally, this item includes 

collection of storm water quality and quantity control information in accordance with Best Management Practices 

(BMPs) for project type and project area.  Refer to the Iowa Statewide Urban Designs and Specifications (SUDAS) 

manual for direction. Contact should be made with the Stormwater Program Manager for input regarding whether 

a BMP should be considered for the project. 

Water main – This item includes collection of all information related to the water main system in the project area. 

Check with the Utilities Department to determine if the project area is on the water main replacement priority list. 

Utilities will also identify any other proposed improvements such as lead service replacement, valve and hydrant 

removals and/or replacements, and the need for cathodic protection. 

Bridge or culvert – This item includes review of bi-annual inspection reports, check for hydraulic analysis and/or 

design memorandums, joint inspection, and completion of a field review of the structure to determine the size and 

condition. 

Traffic Data – This item includes collection of the best available information related to existing and proposed traffic 

counts.  If existing information is not available, the Corridor Metropolitan Planning Organization (MPO) or the Iowa 

DOT may be used as a resource.  If reasonable information is not available from any of these sources, field traffic 

counts may be required. This item should also include collection of crash history over a 3 to 5 year period from the 

Cedar Rapids Traffic Engineering division.  Traffic crash analysis should include collision diagrams to visualize the 

number and types of traffic accidents. 

Stakeholder Impacts 
Public acceptance can be fleeting and prone to change. A project that is needed – and 

even clamored for – can suddenly fall from public acceptance if the proper stakeholders 

were not involved from the beginning. That is why it is essential to take a proactive 

approach to public relations. 

Take into consideration if the project is near a church, school, hospital, or emergency 

service building. Special consideration should be given to projects in a business or 

industrial area. Make a list of major stakeholders who will be impacted by the project 

including: 

 Property owners 

 Businesses 

 Daily users 

 Neighborhood associations 

 Railroads 

Environmental Impacts 
There is a prescribed process for complying with the environmental permitting process. The CIP Statement Form 

contains a checklist to help determine which agencies and processes may be involved with the project. 

  

“AS A STATE AGENCY, THE 

PUBLIC IS OUR CUSTOMER 

AND EVERY EFFORT 

SHOULD BE MADE TO GET 

THEM ON BOARD WITH 

THE PROJECT AND ON OUR 

SIDE AS EARLY AS 

POSSIBLE” 

NATIONAL COOPERATIVE 
HIGHWAY RESEARCH PROGRAM 

GUIDANCE FOR 
TRANSPORTATION PROJECT 

MANAGEMENT 
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Anticipated Permit Needs 
Consider what City, County, State, and Federal permits may necessary for the project. Again, the CIP Statement 

Form contains a checklist to help determine what permits from which agencies may be involved with the project. 

Historical / Archaeological Impacts 
The National Historic Preservation Act requires an agency to take into account the effects a project may have on 

properties eligible for or listed on the National Register of Historic Places. This requirement only applies to CIP 

projects if and when federal funding is included in the project. However, the PM should consider if the project is 

located within a Historic District or will impact any house, building or bridge more than 50 years old, as the Cedar 

Rapids Historic Preservation Commission would likely have interest in such a project. It is also important to identify 

if the project affects a cemetery, as that can bring a high level of complexity to the project. 

Complete Streets 
Complete Streets ensure that streets are designed for all users (bicyclists, pedestrians, transit, people of all ages 

and those living with disabilities), not just cars.  Complete streets make it easy to cross streets, walk to shops, and 

bike to work.  

City Council adopted a Complete Streets Policy in 2014. The policy ensures multi-modal design elements are 

automatically considered on new streets or major rehabilitation projects. 

The checklist contained within the CIP Statement Form ensures and documents complete streets compliance in 

accordance with the City’s Complete Streets Policy. 

Street Lighting 
Contact Cedar Rapids Traffic Engineering Division to determine if existing street lighting should be upgraded or, if 

no street lighting exists, if street lighting should be added. 

Master Plan Review 
The City has completed and adopted many plans throughout the years to help maintain and enhance the quality of 

life in the community for everyone. The findings and recommendations in these plans can be used as tools and 

resources to guide design decisions related to a specific project. The CIP Statement Form lists many of the plans 

that should be reviewed as a project is being developed. The checklist includes hyperlinks to the documents. 

Other Impacts 
The CIP Statement Form generally combines various types of research into groups. There are some items that do 

not fall into a group and have been classified as other impacts. 

Utilities 
Early identification of utilities can help reduce delays further along in the project. Research franchise and non-
franchise utilities, Cedar Rapids Utility and Public Works Departments, and Joint Communications Network for 
information within the project area regarding transmission, distribution, and service laterals both underground and 
overhead. It is also helpful to be observant of utility markers during field reviews. 
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Project Buy-in 
Upon completion of the CIP Statement Form, the PM should present the information to their Program Manager. 

From there, the project will be presented to other impacted divisions and/or departments. If everyone agrees that 

a project is warranted, they should sign the CIP Statement Form and the project can proceed. 

Budget Estimate 
With the project need clearly identified and background information collected, a reliable project budget can be 

developed. It is important that a total budget be prepared, and not simply a construction budget. Items such as 

right-of-way and easement acquisition, consulting services, internal costs, and other miscellaneous costs must be 

included in this figure. The PM will complete a Budget Estimate to determine the total project budget. Once a draft 

is complete, it should be reviewed with the Program Manager. 

The Budget Estimate is contained in the Project Development Guide (PDG). 

Refer to document: TEMPLATE – PROJECT DEVELOPMENT GUIDE 

Construction Costs 
The construction costs are typically the largest component of the overall project cost. 

ENGINEER’S ESTIMATE OF PROBABLE COST 

At this early planning stage when design decisions are tentative, a detailed estimate is not expected. Instead, the 

estimate is expected to be a rough estimate, order of magnitude, based on the information known at the time. The 

PM should use a combination of existing cost data and engineering judgement to develop the cost estimate. 

The City maintains a database of bid tabulations from previous jobs. This data can be used as a reference. 

Refer to document: BID TAB SUMMARY  

Factors to consider when preparing a cost estimate include: 

 What is the economic climate? How “hungry” are the contractors? 

 Will work occur in the summer or winter? 

 Will work be done in a congested area or in an easily accessible location? 

 Will road closures be allowed or will the work be required to be completed in multiple, smaller stages? 

 Is it specialty work that few contractors will be bidding on? 

 Is it a project with many subcontractors? 

 Will the work be difficult or easy? 

 Are there unusual site conditions such as high ground water levels, bad soils, wetlands? 

 Does the project include piecemeal work items and small quantities with multiple locations? This can 

result in high unit prices. 

Coordinate with the Program Manager for additional information. 

  

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
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CONSTRUCTION CONTINGENCY 

Contingency is “a provision for an unforeseen event or circumstance.” In construction estimating, contingency is 

included to account for additional or unexpected costs. At the planning level, a 20% contingency is generally added 

to the construction estimate. 

Estimate of Acquisition Costs 
The acquisition of right-of-way can become a significant factor in a project’s overall budget therefore, if it is known 

that acquisition will be needed, those costs should be estimated during planning. Temporary easements are 

typically paid at 10% of the fair market value of the property per square foot, per year. Compensation for 

permanent easements depends on the use. For example, it may pay 50% for a utility easement that still allows use 

of the property and up to 100% if homeowner cannot use the area. Fee title is paid at 100% of the fair market 

value. Contact the Real Estate Services Manager for additional information. 

Estimate of Design Costs 
During this planning stage, it may be undetermined if the project will be designed in-house or by a consultant. To 

account for either situation, design costs should be estimated at 15% of the construction costs. 

Estimate of Internal Costs 
With each project, the City incurs internal costs, including construction administration and inspection. These costs 

vary from 2% to 6% of the construction costs. The Budget Estimate within the Project Development Guide (PDG) 

will automatically generate a suggested funding ratio for construction administration and inspection based on the 

Engineer’s Estimate of Probable Cost. Generally speaking, as construction costs increase, the percentage of overall 

spending devoted to non-construction costs decreases. The PDG offers the option to override the funding ratio to 

better reflect the particulars of a project. 

Estimate of Miscellaneous Costs 
Account for any other known costs at this time such as utility relocations, undergounding of utilities, street 

lighting, or others. 

Project Number 
Once it has been determined to proceed with a project, a project number needs to be established.  

Refer to document: SOP – REQUESTING A CIP NUMBER  

Determine Design Team – “In-House” or Consultant 
At this point, the PM should make the decision as to if the project will be completed by City staff or private 

consultants, solely or jointly. This decision will be based on several factors including staff work load, project 

difficulty, City staff expertise in design area, and design timeline. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
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Consultant Selection 
For most projects, the annual statement of General Qualifications which are requested by staff will suffice.  For 

projects with complex issues or that require specialized design services, project specific Requests for Qualifications 

(RFQ) should be issued. 

Refer to document: SOP – CONSULTANT SELECTION PROCESS 

Development of Professional Services Agreement 
The Professional Services Agreement (“PSA” or “contract”) is the negotiation of the scope, schedule, and fee for 

Consultant designed projects. The City’s Contracts Division – located within Finance – prepares the contract. 

 

If the PM is unsure if a contract is needed, refer to the document: 

 

GUIDELINES FOR ANSWERING THE QUESTION – DO I NEED A CONTRACT? 

Project Team Scoping Meeting 
Depending on the complexity of the project, it may be beneficial to have a project team scoping meeting prior to 

developing the PSA. The purpose of the meeting is to develop a list of the key issues to the success of the project 

along with a detailed project scope. A clearly defined project scope allows development of a reasonable project 

schedule and a reliable project budget. This meeting shall include all members of the project team – the City PM; 

representatives from various Public Works divisions including sewer and traffic; acquisition representatives; 

representatives from other departments, divisions, or agencies; and the Consultant.   

The goal of the meeting is to develop a detailed project plan, which provides: 

1. The opportunity to review and verify critical project related items 

2. A defined scope and schedule 

3. Agreed upon design standards (and revisions to Standards that might apply) 

4. Communications Protocols 

Professional Services Agreement 
There is a standard template for Public Works PSAs. This template is for contracts with the following parameters: 

 Time & Materials with a not-to-exceed (T&M w/NTE) 

 Non-FEMA 

 Use of the Cedar Rapids Contract Invoice Form (CRCIF) for invoicing 

Contact the Project Manager for a copy of this template. 

The process for a standard Public Works PSA will take up to 17 working days, if less than $50,000. Any additional 

department cycle time must be considered for contracts greater than $50,000. 

Refer to document: SOP – PROFESSIONAL SERVICES AGREEMENT  

The Contracts Division has several more templates for more specific needs. If something else is needed, contact 

the Contracts Manager.  

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
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Purchase Order 
Once the Professional Services Agreement has been executed, the City PM shall send a Purchase Order to their 

Accounts Payable Specialist. The Purchase Order is a tab in the CRF and PO Request Form. 

Refer to document: SOP – PROFESSIONAL SERVICES AGREEMENT 

Document Control and Records Management 
Document control and records management procedures should be established as an integral part of the project 
kickoff. It is much more difficult to implement these systems part way through the execution of the project. 
Therefore, it is the PM’s responsibility to set up, organize, and maintain these systems during the project. 

Project Tracking Software 
Project management software is a tool that the City utilizes to help City PMs and project teams meet schedules, 

manage resources, and track costs. Project tracking for all CIP projects managed by the Public Works Department is 

to be done using Microsoft Project software. 

Projects should be entered into the tracking software as soon as a CIP number is established and preliminary 

timeline identified.  Elements and schedule can be changed throughout as the project is updated.  Schedules 

should be updated at least once per month as this information is used to generate reports reviewed by both Public 

Works Department Managers, contractors, and the public. 

City PMs will primarily be tracking projects until turned over to the construction phase.  During the construction 

phase, Construction Engineering staff will track projects through closeout.  

Refer to document:  SOP –MICROSOFT PROJECT – CREATING AND UPDATING SCHEDULES 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
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 CHAPTER 3 

Design 
 

The scope of the tasks in this chapter includes all the steps necessary to move from a project concept to final plans 

and bid documents. This includes not only design services, but also coordination with utilities, railroads, other 

affected entities, and the public. 

This chapter is not intended to provide guidance on the design itself – i.e. design criteria and standards. The 

Designer shall refer to the SUDAS (Statewide Urban Design and Specifications) Design Manual and the Cedar 

Rapids General Supplement to SUDAS Design Manual, latest versions, for guidance. 

The following flow chart summarizes the tasks involved during the Design phase. 

 

https://iowasudas.org/manuals/design-manual/
http://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/general_supplement_to_sudas_design_manual.php
http://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/general_supplement_to_sudas_design_manual.php
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Project Team 
The project team will consist of City staff from Public Works Engineering division as well as other Public Works 

divisions (Real Estate, Traffic, Streets Maintenance, Sewer Maintenance). The team may include other City 

departments (Community Development, Development Services, Parks and Recreation, Transit, Utilities), and 

possible outside agencies. For most CIP projects, the project team will also include a design Consultant. 

The project team will be led by a City Project Manager (PM). All references to PM throughout this chapter shall 

mean the City PM. The design may be performed by City staff or a Consultant. References to Designer throughout 

this chapter may mean City or Consultant, whichever is utilized.  

Project Team Communications 
Effective communication within the project team is critical to the success of any project. The PM shall establish the 

methods of communication at the start of the project so that everyone has the same expectations. Depending on 

the complexity of the project, the communications may include face-to-face meetings, virtual meetings, phone 

calls, written progress reports, or a combination of the above. 

PROJECT TEAM KICK-OFF MEETING 
With the scope, schedule, and budget identified in the design contract, the project team can begin work. The kick-

off meeting gives the entire project team the opportunity to interact with each other to demonstrate team unity 

and resolve any initial issues before work on plans begins. 

The agenda may include: 

1. Project introduction – Define the goal, lines of authority and supervision, standard procedures, quality 

control measures, and communication/correspondence plan. 

2. Scope of work and services – If a Consultant is utilized, identify what services the Consultant is providing 

and what (if any) services the City is providing. Review the schedule, including key milestones and delivery 

dates. 

3. Invoicing procedures (Consultant design) – Discuss the process for submitting invoices. 

4. Team organization – Discuss key positions with roles and responsibilities. Discuss key interface 

responsibilities between the project team and stakeholders (e.g. who will lead communication with the 

public, elected officials, etc.) 

5. Changes in scope – Discuss the approval process for changes prior to implementation of the work. 

6. Document control and records management – Discuss the City’s standard for naming documents and 

project records management and retention. 

PROJECT REVIEW MEETINGS 
These meetings are typically held at the end of each phase of the design to review progress and to discuss specific 

elements of the project design. Meeting minutes shall be prepared for all project meetings to record the 

understanding of the issues, decisions, and proposed actions discussed. When a Consultant is utilized, the 

frequency of project review meetings and responsibility for preparation and distribution of meeting minutes shall 

be determined at the time of the PSA. 

MONITORING PROJECT SCHEDULE 
As mentioned in Chapter 2, without a schedule, a project would likely never get done. However, there are also 
other reasons for maintaining a project schedule: 
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1. Cash flow – The project schedule defines when funding is available and when expenses will be paid. If the 
project schedule falls behind, funding may need to be redistributed. 

2. Resource Needs – The project schedule indicates which member of the project team is needed and at 
what time. This allows individual project team members to plan their individual schedules. This is 
especially important when right-of-way acquisitions are involved. 

 
The PM will utilize Microsoft Project to monitor project schedule and manage resources. See Chapter 2 for 
additional information. 
 
When a Consultant is utilized, the Consultant shall prepare and submit regular progress reports so that the PM 
stays up to date on project progress. This may be a simple brief email or a more formal written progress report. 
Regardless of the type, the report should be issued at the same time at an agreed upon interval (e.g. every other 
Friday afternoon) and include the following: 
 

1. What was accomplished during the last time period 
2. What is planned for this time period 
3. Problems encountered and recommended solutions 
4. Scope changes planned/approved 
5. Budget status 
6. Schedule status 

a. If design work is not progressing in a manner to comply with the anticipated completion date, 
provide a brief summary of the actions to be taken to reduce or eliminate any delays in 
completing the design in accordance with the agreed upon schedule 

7. Input needed and the date it is needed by 
8. Other issues or concerns 

MONITORING PROJECT SCOPE 
While every effort is made to clearly define the scope, schedule, and fee at the beginning of a project, items may 

arise that result in activities not previously identified. The entire project team shares in the responsibility to 

identify any activities that may result in a change of scope. Such activities should be discussed and identified as 

early as possible. 

When a Consultant it utilized, it will be the responsibility of the Consultant to make the PM aware of any services 

required which may not be included in the scope of the original design services contract.  This notice must occur 

prior to any extra services being performed. Only those services approved by the City are eligible for 

compensation. 

Any changes to the scope, schedule, and fee originally negotiated in the Professional Services Agreement shall be 

made with a Professional Services Agreement Amendment (“PSAA” or “amendment”).  

Refer to document: SOP – PSA CONTRACT AMENDMENTS 

Survey 
For most projects, a topographic survey is necessary in order to develop design plans. All survey must follow the 

Design Survey Standards in Chapter 1 of the City of Cedar Rapids General Supplement to SUDAS Design Manual. 

When utilizing a Consultant, the level of detail of the topographic survey shall be identified in the PSA. When the 

design will be performed in-house, the On-Call Survey Contract shall be utilized. 

Refer to document:  SOP - ON-CALL SURVEY CONTRACT 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
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Prior to performing any survey, the surveyor shall mail a Notice of Intent letter to each property along the corridor 

indicating that survey will be occurring. 

Refer to document:  SOP - NOTICE OF INTENT TO ENTER PROPERTY FOR SURVEY  

Utility Survey 
Public and private utility facilities will be identified using Iowa One Call’s Design Request System. The first step, the 

Design Information Request, provides the Designer with the names and contact information for all underground 

facilities within the proposed project area. This information can then be used to request maps from the various 

utility companies. Five (5) business days after the Design Information Request, the Designer can complete the 

second step, the Design Locate Request. This request generates a Design Locate ticket for the identified 

underground facilities, which directs utilities to locate and mark their facilities within five (5) business days. 

Refer to website:  IOWA ONE CALL DESIGN REQUEST SYSTEM  

Once the designated time period has elapsed for utilities to field locate their facilities, topographic survey can be 

completed. The surveyor shall field locate visible utilities including, but not limited to: phone, gas, fiber optic, 

water, gas, overhead/underground electrical, utility accesses, sanitary sewer, storm sewer, and in-pavement traffic 

control equipment (including power poles, pedestals, valves and manholes). The surveyor shall remove existing 

water main valve covers and measure from the surface to the valve stem to estimate water main depth. Once the 

topographic survey has been completed and thoroughly reviewed, locations of private utilities shall be plotted on 

the plans. 

The Designer shall create a utility coordination log to track all utility correspondence, meetings, and responses. The 

locate tickets from Iowa One Call showing all utilities in the project limits and the marking status and shall be 

retained. Document if any utility has been non-responsive in providing either mapping of existing facilities or 

providing field locates. Notify the Project Manager of any issues that arise when coordinating with utilities 

immediately. 

Depending on the probability and severity of potential utility conflicts, a subsurface utility investigation may be 

utilized. This investigation can locate critical utility locations including connection points and crossings. When a 

Consultant is utilized, the need for a subsurface utility investigation should be identified in the PSA. However, 

conflicts may be identified later in the design and subsurface utility investigation may be added to the scope via an 

amendment to the PSA. 

Right-of-Way Survey 
The surveyor shall determine the location of existing Right-of-Way (ROW) and identify property owners adjacent to 

the project. This task requires researching record documents at the City and County and locating existing 

monumentation (including, but not limited to, property pins, government corners, and other monuments) along 

the corridor. 

  

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://www.iowaonecall.com/designrequestsystem/
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Functional Design 
Some projects may need a functional design completed. This effort goes above and beyond what was done in the 

Getting Started phase and provides the level of detail necessary to evaluate and budget for ultimate project 

improvement goals. In a functional design, multiple concepts may be developed to address the issues that are then 

evaluated based on various factors. Examples include evaluation of a roundabout vs. a traffic signal at an 

intersection, analysis of the storm water system and identification of BMP’s that can be implemented, or 

construction of sidewalk in a corridor that does not currently have sidewalk and the impacts construction would 

have on the adjacent properties. 

Concept Development and Evaluation 
Functional design typically begins with brainstorming no less than two and typically no more than five design 

concepts to address the issue(s) at hand.  A drawing shall be developed for each concept clearly showing the 

schematic nature of the work proposed as part of that design concept.  Staging and constructability issues shall be 

addressed in order to develop appropriate schedules and cost opinions.  The level of effort and degree of detail in 

each concept plan shall be sufficient to clearly define the scope and provide information to establish a reliable 

project schedule and accurate project budget. When utilizing a Consultant, the criteria to be addressed in the 

functional design shall be identified in the PSA. 

A tentative project schedule should be developed for each concept. This schedule should include completing the 

detailed design, acquisition of right-of-way, relocating utilities, obtaining required permits, and culminating with 

the completion of construction.  This item is important, as schedule typically is a significant factor in establishing a 

budget. 

Project cost shall be used as one of the comparison criteria to evaluate the various concepts.  As mentioned in the 

Getting Started chapter, it is important that a total budget be prepared, and not simply a construction budget. 

Items such as right-of-way and easement acquisition, consulting services, internal costs, and other miscellaneous 

costs must be included in the estimate. See the Budget Estimate section of the Getting Started chapter for 

additional information regarding cost estimates for the various items. 

With the proposed concepts, schedules, and costs, the options can be evaluated. The evaluation criterion includes, 

at a minimum, the following: 

1. Constructability and impact to users of the project area 

2. Total project costs 

3. Maintenance requirements 

Other evaluation criteria may include: 

1. Effect on growth and development 

2. Operational benefit 

3. Benefit/Cost ratio 

Refer to document: FLOWCHART – PLAN REVIEW PROCESS – FUNCTIONAL SUBMISSION 

Based on the evaluation criteria listed above and specific criteria established for the project, a concept 

recommendation shall be made. The project can then proceed with development of design plans. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/ch_2_getting_started.php
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/ch_2_getting_started.php
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/ch_2_getting_started.php#Budget
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/ch_2_getting_started.php
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
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Plan Design Development 
Per Chapter 1 of the SUDAS Design Manual, “Detailed reproducible plans, certified by a licensed professional 

engineer in the State of Iowa, should be filed with the Jurisdiction for all work involved in Public Improvement 

Contracts and/or agreements.”  

Detailed Plans for Construction of Public Improvements 
Design plans shall be prepared following Chapter 1 of the SUDAS Design Manual, Section 1D – Detailed Plans for 

Construction of Public Improvements, the latest version of the General Supplement to the SUDAS Design Manual, 

and the following: 

Title Sheet – See the sample title sheet on the City’s ftp site: Templates and Forms > Plans 

General Notes – Download the latest version from the City’s ftp site: Templates and Forms > Plans 

Bid Items – Find a complete list of SUDAS pay items, General Supplemental Specifications pay items, and standard 

Estimate Reference Information under “Resources” on the City’s SUDAS website. 

Tabulations – Provide tabulations for all pay items other than those paid on a lump sum basis. Each tabulation 

shall include a total quantity at the bottom of the tabulation. 

Stormwater Pollution and Prevention Plan (SWPPP) – Utilize the Iowa DOT Pollution Prevention Plan (Tab 110-

12L). 

Right of Way (H) Sheets – Refer to document: SOP – RIGHT OF WAY PLAN SHEETS 

Parcel Numbers – Each parcel within a project’s limits must have a numerical parcel number assigned to it. The 

numbering shall start at the beginning of the project (either the west or south limit), on the right side. The 

numbering shall continue on that side to the end of the project, switch to the other side, and go back to the 

beginning of the project. Once parcel numbers have been assigned, they shall not be changed. The parcel numbers 

shall, at a minimum, be shown on the D, E, H, and Q sheets. 

Property Owners – Property owner names shall be shown on the D, E, F, H, and Q sheets 

Monumentation – All found monuments shall be shown on the H sheets 

Preliminary Plans 
Preliminary plans are typically the first level of engineering design. Refer to the Preliminary Plans Checklist tab in 

the Project Development Guide for a list of what should be submitted and what should be included on the plans. 

Refer to document: TEMPLATE – PROJECT DEVELOPMENT GUIDE  

The preliminary submittal shall be reviewed by the PM for completeness.  If there are any missing elements from 

the submittal, the PM shall contact the Designer for missing information. The review will not begin until all 

information is obtained from Designer. 

Prior to completing the preliminary plan review, the PM, the Designer and others deemed necessary by the PM, 

may conduct a walk-through to review existing conditions and assess project impacts.  A major focus of the walk-

http://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/sudas_statewide_urban_design_and_specifications.php
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References


C I T Y  OF  C E D A R  RA P I D S  |  P RO JE C T  D E V E L OP M E N T  A N D  M A N A G E M E N T  M A N U A L  

 

CITY OF CR | PW 
 

3-7 
 

2021 EDITION 
  

through shall be access control and traffic control/staging to minimize impacts to private properties as well as 

identifying potential property owner concerns. 

When reviewing the plans, the PM may choose to provide comments directly on the plan sheets – either written or 

electronic – and upload the mark-ups to the project folder on the City’s FTP site. Or, the PM may choose to provide 

written comments on the Preliminary Plan Comments tab of the Project Development Guide. 

Refer to document: SOP - PLAN REVIEW PROCESS 

Refer to document: FLOWCHART – PLAN REVIEW PROCESS – PRELIMINARY SUBMISSION 

Intermediate Plans 
Intermediate plans are, as the name implies, about half-way complete. Refer to the Intermediate Plans Checklist 

tab in the Project Development Guide for a list of what should be submitted and what should be included on the 

plans. 

Refer to document: TEMPLATE – PROJECT DEVELOPMENT GUIDE  

If right-of-way is needed for construction of the project, the first draft of acquisition plats and/or temporary 

easement exhibits shall be submitted at this stage. 

The intermediate submittal shall be reviewed by the PM for completeness.  If there are any missing elements from 

the submittal, the PM shall contact the Designer for missing information. This submittal shall include completion of 

the Designer responses section of the Preliminary Plan Comments tab as well as the Review of Preliminary Plan 

Comments section of the Intermediate Plans Checklist tab, both found in the Project Development Guide. 

Completion of these sections certify that each comment from the preliminary plan review has been considered 

and answered. The review will not begin until all information is obtained from Designer. 

Prior to completing the intermediate plan review, the PM, the Designer and others deemed necessary by the PM, 

shall conduct a walk-through to assess the quality of the design completed to date.  Issues such as property owner 

concerns; tree removals; coordination with utilities, railroad and other agencies; constructability; and maintenance 

aspects of the facilities shall be considered while making this review. Walk-through attendees may include 

Construction Engineering, the City Arborist, and Real Estate staff. 

When reviewing the plans, the PM may choose to provide comments directly on the plan sheets – either written or 

electronic – and upload the mark-ups to the project folder on the City’s FTP site. Or, the PM may choose to provide 

written comments on the Intermediate Plan Comments tab of the Project Development Guide. 

Refer to document: SOP - PLAN REVIEW PROCESS 

Refer to document: FLOWCHART – PLAN REVIEW PROCESS – INTERMEDIATE SUBMISSION 

At the completion of this stage, all design decisions affecting the location and dimension of the proposed facilities, 

construction area limits and required acquisitions shall be final.  Final acquisition plats and/or temporary exhibits 

shall be submitted at the completion of this stage, with all review comments addressed. Modifying construction 

limits and acquisition needs will not be acceptable beyond this point unless requested by the City due to new 

information or negotiations with property owners. If modifications are required, an amendment to the design 

contract may be justified. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
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Final Plans 
Final plans refer to the preparation of the final draft of the plans, Project Manual (including special provisions), and 

cost estimate prior to bid documents. If the project includes acquisition of right-of-way, the project may be 

dormant for several months between Intermediate and Final Plans. 

Refer to the Final Plans Checklist tab in the Project Development Guide for a list of what should be submitted and 

what should be included on the plans. 

Refer to document: TEMPLATE – PROJECT DEVELOPMENT GUIDE  

The final submittal shall be reviewed by the PM for completeness.  This submittal shall include completion of the 

Designer responses section of the Intermediate Plan Comments tab as well as the Review of Intermediate Plan 

Comments section of the Final Plans Checklist tab, both found in the Project Development Guide. Completion of 

these sections certify that each comment from the intermediate plan review has been considered and answered. 

The review will not begin until all information is obtained from Designer. 

When reviewing the plans, the PM may choose to provide comments directly on the plan sheets – either written or 

electronic – and upload the mark-ups to the project folder on the City’s FTP site. Or, the PM may choose to provide 

written comments on the Final Plan Comments tab of the Project Development Guide. 

Refer to document: SOP - PLAN REVIEW PROCESS 

Refer to document: FLOWCHART – PLAN REVIEW PROCESS – FINAL SUBMISSION 

At the completion of this stage, the project can progress to bid documents. 

Estimate of Probable Cost 
Cost estimates are used to get a general idea about the approximate project cost to complete and are performed 

at each stage of the design. Accurate cost estimating is crucial for creating and maintaining a budget for the total 

project costs. 

As mentioned before, it is important that a total budget be prepared, and not simply a construction budget. Items 

such as right-of-way and easement acquisition, consulting services, internal costs, and other miscellaneous costs 

must be included in the estimate. See the Budget Estimate section of the Getting Started chapter for additional 

information regarding cost estimates for the various items. 

QA/QC 
Poor quality design is, at its least, costly and at its worst dangerous. CIP projects utilize taxpayer dollars to pay for 

projects and it is the City’s responsibility to ensure that they are being fiscally responsible with that money. Design 

that does not meet standards, results in work being removed and replaced, or does not last as long as it should, 

reflects poorly on the City. That is why it is important to build quality assurance / quality control into every CIP 

project.  

Refer to document: SOP - QUALITY ASSURANCE / QUALITY CONTROL 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/ch_2_getting_started.php#Budget
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/ch_2_getting_started.php
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
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Utility Coordination  
Utility coordination is one of the most important tasks in the design of any project. Failure to properly account for 

impacts to and from utilities can cause significant scope, schedule, and cost changes, especially during the 

construction phase. These tasks shall be followed for every CIP project, regardless of project size and complexity. 

Joint Utility Coordination Meeting 
The City holds a Joint Utility Coordination Meeting monthly as a forum for Designers to notify utilities about 

upcoming projects. The meeting also provides an opportunity to initiate detailed discussions regarding relocations 

and potential conflicts. Attendees at the meeting include representatives from the various public and private 

utilities located within the City as well as City staff and Consultants.  

Refer to document:  SOP - JOINT UTILITY COORDINATION MEETING  

At a minimum, the Designer should attend a Joint Utility Coordination Meeting at both the end of the Preliminary 

Plan stage and between the Intermediate and Final Plan stage. The objective of the first meeting is to introduce 

the project to utility companies. At this time, the utility companies should be made aware of the project scope and 

schedule. If any utility conflicts have already been identified at this stage, they should be made known at this 

meeting. Ideally, this meeting occurs at least one year prior to the start of construction, to allow time for possible 

utility relocations. The burden of proof shall be on each utility company for providing evidence that proposed 

conflicts do not exist.  Designers may want to allow for additional topographic survey at this point if utility 

companies wish to verify conflicts by field locating their facilities. 

The objective of the second meeting is to review any potential conflicts identified in the design plans and develop a 

plan for utilities to move or adjust their facilities. Development of a plan may require one-on-one meetings with 

the various utilities, outside of the Joint Utility Coordination Meeting. The plan may also evaluate possible design 

adjustments to avoid conflicts. 

Utility Relocations 
If it is determined that a utility must be moved or adjusted, the utility company prepares the utility relocation plan, 

laying out the scope of their relocations and/or adjustments. The Designer shall work closely with the utility to 

ensure that this plan works with the design plans. 

Refer to document:  SOP - UTILITY RELOCATIONS  

Railroad Coordination 
If a project requires coordination with a railroad, allow substantial extra time – even as much as a year – and 

budget.  Coordination with a railroad will be needed if a railroad crossing falls within the project limits and 

pavement improvements will be taking place adjacent to and/or possibly across the crossing or if a new/improved 

utility crosses under an existing railroad crossing. Generally speaking, a written agreement between the City and 

the railroad will be required any time City forces or the City contractor will need access to the railroad right-of-

way. Because negotiating an agreement can take considerable time, the City should initiate negotiations with the 

railroad as soon as possible in the project development process and, at a minimum, at the preliminary design 

stage.  

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
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Highway-Railroad Grade Crossings 
The project development of a City project may benefit from a joint project with the railroad to upgrade the rail 

crossing surface and approaches and/or the rail crossing signals. The Iowa DOT manages two highway-railroad 

crossing assistance programs that may be utilized to receive financial assistance for safety improvements at 

crossings. 

Refer to document:  SOP – HIGHWAY-RAILROAD CROSSING IMPROVEMENTS 

Railroad Right-of-Way – Public Utility Crossings 
If it is necessary to construct a utility within railroad right-of-way (i.e. storm sewer, water main, etc.), it will be 

necessary to obtain permission from the railroad for the crossing. As each railroad is different, the website of each 

should be consulted for the correct procedure to follow. 

The general procedure for public utility crossing of railroad right-of-way is addressed in the Code of Iowa, Chapter 

476.27 and the Iowa Administrative Code, Chapter 42. 

Refer to website:  IOWA CODE, TITLE XI - NATURAL RESOURCES, CHAPTER 476 - PUBLIC UTILITY 

REGULATION, SECTION 476.27 - PUBLIC UTILITY CROSSING - RAILROAD RIGHTS-OF-WAY 

Refer to website:  IOWA ADMINISTRATIVE CODE, UTILITIES DIVISION (199), CHAPTER 42, CROSSING OF 

RAILROAD RIGHTS-OF-WAY 

Additional Resources 
Each railroad crossing is assigned a unique identifier - a U.S. DOT/AAR crossing inventory number, normally 

referred to as an FRA number.  The number consists of six digits followed by a letter and is posted on a metal plate 

at each crossing. It will be necessary to know this number when referring to any highway-railroad crossing. 

Refer to document:  SOP – HIGHWAY-RAILROAD CROSSING IDENTIFIERS 

The SUDAS Design Manual, Chapter 5 – Roadway Design, Section 5O – Railroad Crossings, includes general 

information concerning railroad-crossing improvements. 

Refer to website:  SUDAS DESIGN MANUAL - CHAPTER 5O 

 Iowa DOT Instructional Memorandum I.M. No. 3.670 – Work on Railroad Right-of-Way includes information and 

process for interacting with the railroads.  IM 3.670 includes sections on Railroad Contacts, Design, Agreements, 

Specifications, Right-of-Way Entry Agreements, Flagging, Railroad Protective Insurance, and Notification and 

Coordination. 

Refer to website:  INSTRUCTIONAL MEMORANDUM NO. 3.670  

If the project limits include 4th Street NE/SE from 1 Avenue E to 12th Avenue SE, information regarding the right-

of-way can be found in the following document. 

Refer to document:  SOP - 4TH STREET NE/SE RIGHT OF WAY 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
https://www.legis.iowa.gov/docs/ico/chapter/476.pdf
https://www.legis.iowa.gov/docs/ico/chapter/476.pdf
https://www.legis.iowa.gov/docs/iac/chapter/11-21-2018.199.42.pdf
https://www.legis.iowa.gov/docs/iac/chapter/11-21-2018.199.42.pdf
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
https://iowasudas.org/manuals/design-manual/#chapter-5-roadway-design
https://www.iowadot.gov/local_systems/publications/im/3670.pdf
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References


C I T Y  OF  C E D A R  RA P I D S  |  P RO JE C T  D E V E L OP M E N T  A N D  M A N A G E M E N T  M A N U A L  

 

CITY OF CR | PW 
 

3-11 
 

2021 EDITION 
  

Permits 
Various regulatory permits may be required for the project. It is the Designer’s responsibility to obtain these 

permits in a timely manner so as not to impede the project schedule. 

National Pollutant Discharge Elimination System (NPDES) General 
Permit 
On projects that have one acre or more of disturbed area, a NPDES General Permit No. 2 for Construction Activities 

must be obtained from the Iowa DNR. This permit allows the discharge of storm water associated with 

construction activities. 

Refer to website: IOWA DEPARTMENT OF NATURAL RESOURCES 

Refer to document: SOP - NPDES PERMITS 

Water Main Construction Permit  

A public water supply construction permit must be obtained from the Iowa DNR prior to the construction or 

modification of any source, treatment, storage, or distribution system of a public water supply system.  A fact 

sheet is available on the Iowa DNR website to assist in determining when a construction permit must be obtained. 

Contact Water Engineering for guidance on submitting a permit application. 

Refer to website: IOWA DEPARTMENT OF NATURAL RESOURCES 

Sanitary Sewer Construction Permit 
Construction, installation or modification of any wastewater disposal system, including sanitary sewer lining, 

reconstruction, or extensions, requires a construction permit issued by the Iowa DNR.  

Refer to website: IOWA DEPARTMENT OF NATURAL RESOURCES 

Refer to document: SOP - WASTEWATER CONSTRUCTION PERMITS 

Section 404 (Clean Water Act) 
Section 404 of the Clean Water Act (CWA) establishes a program to regulate the discharge of dredged or fill 

material into waters of the United States, including wetlands. Activities in waters of the United States regulated 

under this program include fill for development, water resource projects (such as dams and levees), infrastructure 

development (such as highways and airports) and mining projects. The U.S. Army Corps of Engineers administers 

permits. 

A Section 401 Water Quality Certificate is Iowa Department of Natural Resource's certification that a project will 

not violate state water quality standards and is required before the U.S. Army Corps of Engineers can issue a 

Section 404 permit. A Joint Application Form (Protecting Iowa Waters) shall be submitted to both agencies to begin 

the permit process. Refer to “Iowa” under “Nationwide Permits” on the US Army Corps of Engineering Rock Island 

District website: US ARMY CORPS OF ENGINEERS. Additional information and instructions are available on the 

Iowa Department of Natural Resources Wetlands Permitting website: IOWA DEPARTMENT OF NATURAL 

RESOURCES 

https://www.iowadnr.gov/Environmental-Protection/Water-Quality/NPDES-Storm-Water/Permits-Guidance-Forms
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/NPDES-Storm-Water/Permits-Guidance-Forms
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/Water-Supply-Engineering/Construction-Permits
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/Wastewater-Construction/Construction-Permits
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
https://www.epa.gov/cwa-404/overview-clean-water-act-section-404
https://www.epa.gov/cwa-404/definition-waters-united-states-under-clean-water-act
https://www.mvr.usace.army.mil/Missions/Regulatory/Permits/
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/Wetlands-Permitting
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/Wetlands-Permitting
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Linn County 
If any work will occur within Linn County right-of-way – including paving a driveway, installing a fence, planting or 

removing trees, installing a utility, or shaping a ditch – a Permit to Perform Work Within County Right-of-Way must 

be obtained. 

Refer to website: LINN COUNTY 

Iowa Department of Transportation (DOT) 
If any work, including placement of traffic control, will occur within Iowa DOT right-of-way, an Application to 

Perform Work Within State Highway Right-of-Way must be obtained. In addition, if a new utility will be installed or 

an existing utility upgraded within or crossing Iowa DOT right-of-way, a Utility Application Permit must be 

obtained. 

Refer to website: IOWA DEPARTMENT OF TRANSPORTATION  

Railroad Permits 
If any work will occur within railroad right-of-way, a permit is required. The requirements for each railroad 

company differ. Refer to the railroad company’s website for information. The Iowa DOT Rail Transportation Bureau 

maintains a list of railroad contacts and railroad websites. 

Refer to website: IOWA DEPARTMENT OF TRANSPORTATION 

Bid Documents 
Plans, specifications, and contract documents, i.e. bid documents, for City of Cedar Rapids CIP projects shall be 

ready to send to the printer at least two weeks prior to the City Council meeting at which they will be filed.  Refer 

to the Bid Docs Checklist tab in the Project Development Guide for a list of what should be submitted. 

Refer to document: TEMPLATE – PROJECT DEVELOPMENT GUIDE  

Refer to document: SOP – BID DOCUMENTS 

Publishing a Project 
Plans, specifications, and contract documents for City of Cedar Rapids infrastructure projects are viewed and 

downloaded, from the Cedar Rapids IonWave bidding platform. After the bid documents are assembled, the 

project must be posted to IonWave. 

IonWave does not offer printing services so the bid documents must also be uploaded to Rapids’ website. 

Refer to document: SOP – PUBLISHING A PROJECT 

 

https://www.linncounty.org/1083/Work-in-Right-of-Way
https://iowadot.gov/districts/permits
https://iowadot.gov/districts/permits
https://iowadot.gov/iowarail/
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch2_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
https://citycrbids.ionwave.net/Login.aspx
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
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Public Relations 
Public relations/communication is an ongoing effort throughout the design phase of a 

project and may vary depending on a project’s complexity. Providing timely 

information to residents when work is planned in their neighborhood builds trust, 

reduces questions/confusion/fear, and cuts down on resident phone calls that often 

go to multiple departments seeking information. 

Possible communication methods with the public may include, but are not limited to: 

 Public information meetings designed to inform the public or solicit feedback 
on a project/concept 

 Letters informing property owners and residents affected by proposed 
construction of the project’s details, timeline, and expected impacts  

 Meetings with individual property owners or businesses with significant 
impacts or coordination needs 

 Use of social media to communicate project information 

 News/media outlet interviews regarding a project or emergency repair 

 Interaction with other public agencies 

The objectives of communication are to: 

 Communicate the “why” and provide “just in time” communication  

 Promote transparency, trust, and project understanding   

 Reduce questions and reported concerns 

Refer to document: SOP - PUBLIC RELATIONS 

All communications shall be in a timely manner, before any work occurs. The PM and others will evaluate when 

the best time to initiate contact with the public is. This may be very early on if heavy property owner impacts are 

anticipated, or later if funding is in question. The group will also evaluate the level of public participation. 

The International Association for Public Participation (IAP2) identifies five levels of public participation, which 

increase with the level of impact upon the public, as detailed in the following table: 

PUBLIC PARTICIPATION SPECTRUM 

INCREASING LEVEL OF PUBLIC IMPACT 

Inform Consult Involve Collaborate Empower 

Provide balanced & 
objective 
information 

Obtain feedback on 
plans or 
alternatives 

Work directly with 
public to learn 
issues & concerns 

Partner with the 
public in each aspect 
of the design 

Final decision-
making in hands of 
public 

Promise: 
We will keep you 
informed 

Promise: 
We will listen and 
consider 

Promise: 
Issues will be 
reflected in the 
decisions 

Promise: 
Direct involvement 
with the decisions 

Promise: 
We will implement 
whatever you 
decide 

Tools: 

 Fact sheets 

 Open houses 

 Websites 

Tools: 

 Public 
meetings 

 Focus groups 

 Surveys 

Tools: 

 Workshops 

 Direct polling 

Tools: 

 Political Action 
Committees 

 Consensus-
building 

 Participatory 
decision making 

Tools: 

 Citizen juries 

 Ballots 

 Delegated 
decisions 

 

“HERE IS A RULE OF THUMB: 

YOU SHOULD INITIATE AT 

LEAST 80 PERCENT OF THE 

INTERACTION WITH YOUR 

PROJECT STAKEHOLDERS. 

COMMUNICATE WHETHER OR 

NOT THEY REQUIRE IT. YOU 

ARE NOT INUNDATING YOUR 

STAKEHOLDERS; INSTEAD, 

YOU ARE ANTICIPATING THEIR 

NEED FOR INFORMATION OR 

ASSURANCE” 

THE ULTIMATE PUBLIC WORKS 
PROJECT MANAGEMENT MANUAL 

 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
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Post-Design Evaluation 
For projects designed by an outside Consultant, the Project Manager shall complete two evaluations of the 

Designer’s work. The first evaluation shall be performed after the completion of 100% design documents, and the 

second, after construction is substantially completed. 

The Project Manager, in coordination with their Program Coordinator, shall complete the post-design evaluation 

survey. 
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CHAPTER 4 

Right of Way Acquisition 
 

Many projects can be built within the City’s existing right-of-way. However, at times it may be necessary to 

acquire right of way from private property owners for the construction of a project. The City is responsible for 

acquiring the necessary right of way in accordance with all applicable federal and state laws and regulations for 

the construction and maintenance of proposed facilities. For Capital Improvement Projects, right of way 

acquisition services are provided by the City of Cedar Rapids Public Works Department, Real Estate Division. 

Types of Right of Way Acquired 
The City acquires not only right of way in fee simple, but also permanent easements, temporary easements, 

and any other agreements required for entering onto or use of land or property rights for construction and 

maintenance activities. 

Fee simple 
A fee simple acquisition is when a parcel of land is sold from one party to another. It is a transaction between a 

private property owner and the City in which the property owners’ rights to the property are acquired and 

terminated. Full ownership of the property, including all rights to its use, is transferred to the City. 

Easements 
Easements are interests in real property that permit the use – not ownership – of land. Easements are rights to 

perform specific acts on land. They may be temporary or permanent in nature. 

PERMANENT EASEMENT 

A permanent easement is an easement that grants the rights to a specific part of a private property owner’s 

land for a specific purpose forever. A permanent easement may be acquired for vehicular ingress and egress, 

installation of utilities, drainage, etc. The decision to acquire right of way by permanent easement vs. fee 

simple should be made after discussing with the Project Manager. 

TEMPORARY EASEMENT 
A temporary easement is an easement that grants the rights to a specific part of a private property owner’s 

land for a specific purpose for a limited time – generally during the construction of a project. The term of the 

temporary easement is in yearly increments and is based on the amount of time anticipated to complete the 

project. Consideration should be given to the need for utility relocations prior to the start of construction that 

may require temporary easements. A temporary easement may be acquired for sidewalk and/or retaining wall 

construction, driveway construction, tree removal, grading, and other activities. Care should be taken in laying 

out the temporary easements so as to provide enough room for the construction activities and yet cause the 

least amount of damage to the property. 
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Determine Land Ownership 
The first step in the right of way design process is that of title determination. This should be done by the Designer 

as early in the process as possible. Title search consists of a search through county records to determine the 

correct title ownership and the description of all properties which will be affected by the proposed project. The 

Iowa Department of Transportation Right of Way Design Manual contains helpful information regarding title 

search sources and county records. 

Refer to document:  IOWA DEPARTMENT OF TRANSPORTATION RIGHT OF WAY DESIGN MANUAL  

Land Research 
Some properties within the project area may have pre-existing agreements, such as petition and assessment 

agreements, easements, and other agreements for land use. It is important to be aware of existing agreements, to 

avoid acquiring land the City may already have an established easement. 

Refer to document:  SOP – FINDING PLANS AND RECORD DOCUMENTS 

Plat and Exhibit Preparation 
An acquisition plat, a permanent easement plat or exhibit, and/or a temporary easement exhibit shall be 

provided by the Designer for each acquisition that is required.  The main difference between a plat and an 

exhibit is that a plat requires certification of a licensed land surveyor. These documents shall also be 

accompanied by a Parcel Impact Detail (PID).  

Refer to document:  SOP – PREPARATION OF ACQUISITION PLATS AND EXHIBITS 

The first draft of acquisition plats and exhibits are typically submitted at the Intermediate Plans stage of design. 

Field Review 
Prior to completing the intermediate plan review, the Project Manager, Consultant and others deemed necessary, 

will conduct a walk-through to assess the quality of the design completed to date.  Issues such as property owner 

concerns; tree removals; coordination with utilities, railroad and other agencies; constructability; and maintenance 

aspects of the facilities are considered while making this review. It is often beneficial for Real Estate staff to attend 

this meeting, as they can provide input and provide solutions to problems encountered during the review. The 

following items should be checked during the field review: 

 Proposed permanent and temporary easement lines to determine if adjustments can and should be made 

to reduce excessive property impacts 

 Drainage issues/problems 

 Access during construction 

 Impacts to private property such as trees, landscaping, fences, mailboxes, outdoor retail spaces, seasonal 

uses, etc. 

https://iowadot.gov/rightofway/rowdesign/rowdesign_manual.pdf
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch4_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch4_References
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Project Plans, Plats and Exhibits Submittal 
Once all of the acquisition plats and exhibits have been prepared by the Designer, thoroughly reviewed by the 

Project Manager, and revisions incorporated (as needed), they shall be submitted to the Real Estate Manager for 

assignment to an Acquisition Agent. 

Refer to document:  SOP – SUBMITTAL OF PLANS, PLATS AND EXHIBITS 

Plans 
The plans are typically submitted at the Intermediate Plans stage. Once submitted to the real estate division, there 

should not be any major changes to the plans. If major changes do occur, especially those that significantly change 

the impacts to the property, a revised set of plans or revised plan sheets should be provided to the acquisition 

agent along with a summary of the changes. 

The plans shall include H sheets that contain plan views of any right of way required for the project. The H sheets 

are intended to show the proposed right of way in a manner that will allow the user to more easily see and 

comprehend the area of acquisition and the impacts associated with the specific property. These sheets shall 

include station and offset callouts for the acquisitions, property owner names, and parcel numbers. 

Acquisition Agent Activities 
After the Project Manager delivers a completed work order to the Real Estate Manager, the Real Estate Manager 

assigns the project to an Acquisition Agent. The following is a brief overview of the process followed by the 

Acquisition Agent: 

 Review documents 

 Send a Notice of Intent – a formal written notice that a project is coming and the real estate group will be 

reaching out for and acquisition 

 Valuation of acquisition – determine if the property should be valued by an appraisal waiver or be 

appraised 

 Negotiate acquisitions and obtain required signatures – If an appraisal was not performed, negotiations 

can begin at any time. If an appraisal was performed, the appraisal must be mailed to the property owner 

along with a Statement of Property Owner Rights and a 10-day time period must elapse before 

negotiations can begin. 

 Prepare transaction for City Council approval 

 Submit payments to the property owner - The City does not have possession to the land until the property 

owners have been paid; and in the case of condemnation; the check is deposited with the Linn County 

Sheriff 

Timeline 
One of the most significant challenges in acquiring right of way is that the City is dependent on factors outside 

of the City’s influence. Delays may be encountered from property owners, title companies, mortgage 

companies and the court system, just to mention a few. The acquisition staff typically manages multiple right of 

way projects at any given time and therefore, time management becomes even more challenging. The only 

reasonable answer to these time management problems is to provide enough lead time for project success, 

rather than be set up for project failure. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch4_References
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Typically it takes a minimum of 80 days of preparation (title, appraisals, deed approval, file prep, etc.) and 230 days 

to acquire (property meetings, condemnation, bank and judgement releases and City Council approval). While 

some projects may be acquired quicker, the Project Manager should automatically plan for 310 days and add 

additional days if the project requires public agricultural hearings, condemnation and/or relocation.  

 

PUBLIC AGRICULTURAL HEARINGS 

As required by the Iowa Code Section 6B.2A, the City shall provide written notice of a public hearing to each 

property owner and contract purchaser of record of agricultural land that may be the subject of condemnation. 

Condemnation proceedings (negotiations) shall not begin unless good faith negotiations are made, including the 

mailing and publication of notices as required in the code section for the property owner and any contract 

purchaser of record of the property subject to condemnation. This adds 60 days to the project timeline.  

CONDEMNATION 
If negotiations have reached an impasse, the Acquisition Agent shall consult with the Real Estate Services Manager 

for approval to coordinate mediation and/or eminent domain activity. If the property owner declines mediation or 

is non-responsive, the Acquisition Agent shall begin coordinating the timeline and start the condemnation process 

with the Linn County Sherriff’s. This adds 120 days to the project timeline. 

TOTAL ACQUISITION WITH RELOCATION 

Some projects require the City to acquire the entire parcel and a total acquisition could trigger relocation benefits. 

It is important to recognize the potential for a total acquisition with relocation during the initial scoping of the 

project. Residential, businesses, tenants, farms, non-profits organizations, and others could qualify for relocation 

benefits. After the Relocation Agent has confirmed the displacee qualifies for relocation benefits, an additional 12-

18 months must be added into the project schedule. The City is required to follow the Uniform Relocation 

Assistance and Real Property Acquisition Policies Act of 1970, as amended. It is important to scope the 

relocation(s) and the cost associated with relocation.  
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Modifications Requested by Acquisition 

The Acquisition Agent understands the design that is provided is the best and preferred design; however, there are 

times property owners may ask for a design modification. The agent will document the request and provide that to 

the Project Manager to see if the design can be modified. During negotiations, the agent is capable of rejecting 

unreasonable requests; however, the agent will never change the design in the field without consulting the Project 

Manager/Designer. Any special requests or accommodations will be approved by the Project Manager, drafted as 

special clauses into the purchase agreement, and included in the bid documents. A copy of the purchase 

agreement with the negotiated conditions should be provided to the Designer to ensure the agreed terms are 

included in the construction documents. 

Staking for Acquisitions 
The Acquisition Agent is capable of measuring simple strip takings in the field with property owners. On complex, 

large acquisitions affecting significant landscaping, the agent, property owner, and appraiser may request the 

proposed right of way and easements be staked. If there is a significant change in grade, the grading limits may 

need to be staked as well. If the project is designed in-house, the on-call surveyor shall be utilized to perform this 

task. If the project is designed by a Consultant, this task shall be included in the PSA. 

If the City is utilizing eminent domain to acquire the necessary right of way and easements, the purposed takings 

must be staked and no more than 24 hours in advance of the hearing. If the project is designed in-house, the on-

call surveyor shall be utilized to perform this task. If the project is designed by a Consultant, this task shall be 

added to the PSA as an amendment. It is the Designer’s responsibility to confirm the morning of the hearing that it 

is still staked, if they have been removed they need to re-stake it prior to the Linn County Compensation 

Commissioners conduct their site visit during the hearing.  

Pre-Construction Meeting Parcel Agreements Form 
The Acquisition Agent will prepare a Pre-Construction Meeting Parcel Agreements form, which contains contact 

information for each parcel along with important information for the contractor or their assignees. This form 

includes any special request by the property owners and provisions included in the executed purchase agreement.  

The Acquisition Agent will review specific property owners’ information and requests at the pre-construction 

meeting with all of the principals involved in the project. The Acquisition Agent will also provide information that 

may be helpful during construction activities (potential challenges, coordination, etc.). 
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CHAPTER 5 

Special Assessments 
 

One of the funding resources available to public entities is special assessments. This chapter spells out what 

types of improvements the City may choose to assess for as well as how they may assess including via petition 

and assessment agreements, voluntary assessments, or by following the special assessment process set forth in 

the Iowa State Code. 

Assessable Improvements 
Iowa State Code allows cities to assess the cost of construction and repair of public improvements. The Code gives 

cities considerable leeway in deciding what public improvements to assess for. However, the City of Cedar Rapids’ 

standing practice has been more limited. The City has followed these guidelines in the past: 

 Any project which makes an improvement benefiting a property within the assessment district is 

typically assessed. Examples include but are not limited to the following: 

o Upgrading a seal coat street to a street with a permanent surface 

o Adding curb and gutter to a street 

o Adding a turn lane to an existing roadway 

o Replacing a private sanitary sewer service line (ex. Orangeburg) 

o Installing traffic signals where they did not exist before 

o Storm water drainage improvements 

The City of Cedar Rapids does not currently assessed the following types of costs: 

 Replacing sidewalk, when prompted by changes to the roadway 

 Constructing ADA-accessible sidewalk ramps 

 Replacing paved private driveways, when prompted by changes to the roadway 

 Replacing private water services between the main and the stop box 

 Installing drain tile where it did not exist before 

Refer to website: IOWA STATE CODE - CHAPTER 384  

Sidewalk Improvements 
NEW SIDEWALK 

When new sidewalk is constructed where is did not previously exist, it will be special assessed according to the 

City’s sidewalk assessment policy. 

Refer to document: CITY OF CEDAR RAPIDS, IOWA NEW SIDEWALK CONSTRUCTION SPECIAL 

ASSESSMENT POLICY MARCH 2017  

https://www.legis.iowa.gov/docs/ico/chapter/384.pdf
https://cms8.revize.com/revize/cedarrapids/49-17-033%20Amend%20Sidewalk%20Construction%20Special%20Assessment%20Policy%20Policy.pdf
https://cms8.revize.com/revize/cedarrapids/49-17-033%20Amend%20Sidewalk%20Construction%20Special%20Assessment%20Policy%20Policy.pdf
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SIDEWALK REPAIR 

The City manages an Annual Sidewalk Repair program to maintain existing sidewalk. Identified problems are 

recorded and shared with the adjacent property owner. The owner is given an opportunity to conduct the repair 

with their own contractor. Otherwise, the City conducts the repair, and assesses the cost to the property owner. 

When planning a CIP project, consult the Sidewalk Repair Program Coordinator to determine if plans are in place to 

repair the area with this program. 

Utility Extensions 
Requests for sanitary sewer, storm sewer or a water main extensions to property are not typically built as 

assessment projects. They are typically a Building Services function, and do not often require involvement from 

Engineering. 

Petition and Assessment Agreements 
A property owner may petition the City to construct improvements to benefit the owner’s property and agree to 

be assessed by the City for costs to construct the improvements in accordance with the Code of Iowa and City 

assessment policy and procedures. These agreements are typically between the City and a developer for future 

improvements. A Petition and Assessment Agreement (P&AA) is a document that is signed by a property owner 

and submitted to the City to address the cost of the future improvements.   For example, a developer may 

postpone installing a concrete sidewalk adjacent to the houses they built until the City urbanizes an adjacent road 

in the future. The agreement is bound to the property, not the owner who signs the agreement. Whoever owns 

the property at that future point would be responsible for the cost of constructing the sidewalk. 

If there is an existing P&AA (or some other similarly named agreement) in place for a property, the assessment 

process spelled out in Iowa Code does not have to be followed. This is because, per the language in the P&AA, the 

property owner agrees to pay the cost for the public improvements and waives the right to object to the 

assessment. However the City may choose to follow the assessment process and allow objections to be expressed 

at a public hearing.  

P&AAs are typically stored within the same files as the subdivision’s Final Plat. Agreements for individual, un-

platted properties can usually be found among property records in the Linn County Recorder’s website. 

Refer to document:  SOP – FINDING PLANS AND RECORD DOCUMENTS 

Assessments for Property Owner Petitioned 

Improvements 
A property owner or owners may petition the City to build an improvement and voluntarily accept the cost of the 

project. Common requests include: alley paving; sidewalk extension; and curb and gutter installation.  If the 

number of assessments is relatively small and all of the property owners adjacent to the proposed improvement 

are in favor of the assessed improvement, Voluntary Assessment Agreements may be considered. This eliminates 

the need to hold a public hearing and significantly reduces the preliminary assessment process. A Voluntary 

Assessment Agreement may also be considered when an issue arises late in the design – i.e. discovery of 

orangeburg sanitary sewer services. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch5_References
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Refer to document: SOP – PETITION BY PROPERTY OWNERS FOR IMPROVEMENTS 

Special Assessment Process 
To construct or repair a public improvement to be paid for in whole or in part by special assessment, a detailed 

process must be followed. This process is spelled out in the Iowa State Code. 

Refer to website: IOWA STATE CODE - CHAPTER 384  

If the proper sequence is not followed, the assessment will not be enforceable, and the City will have to find an 

alternative funding source. The entire process includes preliminary assessments, bidding, construction, and 

final assessments. 

 

Preliminary Special Assessments 
If the decision is made to proceed with assessing for an improvement, the Preliminary Assessment process 

must be followed. The purpose of this process is to ensure the affected property owners are aware of the 

proposed improvements and are given ample opportunity to object to the project. The process takes a 

minimum of five Council meetings to complete, for a total minimum of approximately three months. 

Refer to document: SOP – PRELIMINARY SPECIAL ASSESSMENTS 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch5_References
https://www.legis.iowa.gov/docs/ico/chapter/384.pdf
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch5_References
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Final Special Assessments 
Once a construction contract is accepted by Council, this kicks off the series of steps necessary to issue a Final 

Assessment. The timing of the Final Assessment is more sensitive than the Preliminary Assessment. The Final 

Assessment requires two Council meetings to complete. If the proper procedure and time intervals aren’t 

followed, a property owner could challenge and invalidate the assessment. 

Refer to document:  SOP - FINAL SPECIAL ASSESSMENTS 

Pre-Payments of Assessments 
At times, an owner will sell their property after the preliminary assessment has been issued but before the final 

assessment has been issued. As assessments are levied against the property, not the individual, the current 

property owner at the time when final assessments are issued is responsible for the assessment. Therefore, 

some lending institutions may require the current owner to pay off the assessment before the property is sold 

– i.e. before the final assessment. Contact the Program Manager for additional information. 

The City’s preference is to try to avoid accepting pre-payments wherever possible, especially for Preliminary 

Assessment amounts. Doing so properly entails placing the funds into escrow so that the future property owner 

may be reimbursed the balance of a pre-payment if the Final Assessment value comes in lower than the 

Preliminary. The Real Estate Management team can provide guidance on the use of escrow services. 

If the City does accept a pre-payment, obtain a customer number and an invoice number from the Finance 

Department Accounts Receivable Manager. These will be needed by the Treasurer to accept the payment. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch5_References
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   CHAPTER 6 

Bid Phase 
 

The Bid phase commences when acquisition of property has been completed, relocation of utilities is underway, 

project specific permits have been obtained, and bidding documents have been filed. 

The following flow chart summarizes the tasks involved during the Bid phase. 

 

Bid Documents 
Plans, specifications, and addenda for City of Cedar Rapids infrastructure projects are viewed and downloaded, 

from the Cedar Rapids IonWave bidding platform. Each publicly bid CIP project has a page that contains a brief 

description of the project, bid date, City contact, and project schedule information. The plan holders list can also 

be viewed from the Cedar Rapids IonWave website. Users must create an account to access the Cedar Rapids 

IonWave website. Creating an account is free. 

Hard copies will also be available at the Rapids Reproductions Plan Room. Paper copies can be ordered directly 

from this site at no charge. Directions for doing so are listed in the Project Manual for each project. Again, users 

must create an account to access the Rapids Reproductions Plan Room but, creating an account is free. 

 

https://citycrbids.ionwave.net/Login.aspx
https://www.rapidsreproplanroom.com/


C I T Y  OF  C E D A R  RA P I D S  |  P RO JE C T  D E V E L OP M E N T  A N D  M A N A G E M E N T  M A N U A L  

 

CITY OF CR | PW 
 

6-2 
 

2021 EDITION 
  

Setting a Public Hearing and Filing Plans & 

Specifications 
Per Chapter 26, Public Construction Bidding, of the Iowa Code, if the estimated total cost of a public improvement 

exceeds the established competitive bid threshold, the governmental agency shall advertise for sealed bids for the 

proposed public improvements. Iowa Code Section 314.1B establishes horizontal and vertical bid threshold 

subcommittees that meet at least every other year to adjust the bid and quote thresholds for city and county 

projects. These thresholds become effective on January 1 of each year and can be found on the Iowa Department 

of Transportation website. 

Refer to website: IOWA DEPARTMENT OF TRANSPORTATION BID & QUOTE THRESHOLDS  

Also per Chapter 26 of the Iowa Code, if the estimated total cost of a public improvement exceeds the established 

competitive bid threshold, the governmental agency shall hold a public hearing and approve the proposed plans, 

specifications, form of contract, and estimated cost. This process requires two Council meetings – one to set the 

public hearing date and file the plans and a second one to hold the public hearing and adopt the plans. 

Refer to document: SOP - MOTION SETTING THE PUBLIC HEARING FILING PLANS & SPECS  

Addenda 
After the plans have been filed and prior to the bid opening, it may be necessary to issue an addendum for changes 

in the contract documents. An addendum may be issued to clarify, correct, or change the contract documents. 

Only questions answered by addenda are binding. 

Answering Questions from Bidders 
Section 00200, Instructions to Bidders, in the project manual designates the contact person for bidder questions 

during the bid phase.  The contact person is generally the City’s Project Manager (PM). If the PM cannot answer 

the question, the PM may reach out to the Consultant for clarification. 

Questions can be accepted via phone or email however, per the Instructions to Bidders, questions should be 

submitted through the Cedar Rapids IonWave bidding website. 

If the contract documents address the question, the PM may respond directing the bidder where they may find the 

information. If contract documents DO NOT address the question, a decision must be made as to whether or not 

an addendum is required. 

Refer to document:  SOP – ANSWERING QUESTIONS AND ADDENDA  

Components of an Addendum 
If an addendum is issued to clarify, correct, or change the contract documents, the Consultant or the Project 

Manager shall prepare the documents. Ideally, the last addendum would be issued no later than the Friday prior to 

opening. This allows time for the addendum to be reviewed on the Cedar Rapids IonWave website for all plan 

holders. 

Refer to document:  SOP – ANSWERING QUESTIONS AND ADDENDA   

https://iowadot.gov/local_systems/Bid-and-quote-thresholds
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
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Pre-bid Meeting 
A pre-bid meeting may be held during the bid period in order to discuss unique aspects of a project.  The pre-bid 

meeting shall be held no later than eleven days prior to the bid opening.  This schedule will allow adequate time 

for the preparation of an addendum if one is required.  This timing also serves to motivate the contractors to 

review the documents early in the bid period.   

The purpose of a pre-bid meeting is to ensure that potential bidders have adequate familiarity with the existing 

conditions of a project to intelligently bid for the proposed project improvement. A pre-bid meeting may be held 

when there are complex staging requirements, extensive coordination with utilities and/or a railroad is required, 

or when there is unusual work that may result in a high likelihood of questions or concerns. Latitude is given to the 

Project Manager in determining the necessity of a pre-bid meeting, and whether to make it mandatory for all 

bidders to attend. 

Minutes of the meeting will be taken and a copy of the minutes will be uploaded to the project page in the Cedar 

Rapids IonWave website. All attendees should sign in on a sign-in sheet and that sheet should be attached to the 

minutes. 

Pre-bid meetings should not add any additional detail to the contract documents however, an addendum may be 

issued after the pre-bid to answer questions or concerns that were not adequately addressed by the contract 

documents. 

Public Hearing 
The public hearing generally occurs at the meeting following the meeting at which the public hearing was set and 

the plans were filed. The public hearing allows Council members to receive information about the project and hear 

any public comments. At the public meeting, the Council is considering adopting the proposed plans, 

specifications, form of contract, and estimate of cost. 

Refer to document: SOP - MOTION SETTING THE PUBLIC HEARING FILING PLANS & SPECS 

Bid Opening 
Bids are received electronically via the Cedar Rapids IonWave website on Wednesdays before 11:00 a.m.  Bid 

openings begin promptly after 11:00 a.m. 

Refer to document:  SOP – BID OPENING  

Post Bid Opening Procedures 
Bid Tabulation 

The bid tabulation shows what each contractor bid for each item along with the overall bid total. The bid tab is 

prepared electronically on the day of the bid opening but is only distributed internally at that time. After the 

project has been awarded, the bid tab is made available to the public. 

Refer to document:  SOP – BID TABULATION 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
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00300-A Funding and Recommendation to Award 
The 00300-A Funding form and Recommendation to Award are prepared using the bid prices from the bidder who 

is recommended award the project. These documents help ensure that the funding is in place to complete the 

project. Both of these forms are found in the Project Development Guide. 

Refer to document:  TEMPLATE – PROJECT DEVELOMENT GUIDE 

Refer to document:  SOP – BREAKDOWN BY FUNDING AND RECOMMENDATION TO AWARD 

Report on Bids and Award or Reject Contract 
After the bids are opened, the Project Manager will analyze the bids received and, if concerns are discovered 

about the acceptability of the bid, will discuss them with their Program Manager. The decision will made as to if, 

and on what date, the contract will be awarded. The Project Manager will inform the PW Support Staff member 

that attended the bid opening and prepares the Report on Bids letter and the Construction Contract Coordinator 

as to if, and on what date, the contract is to be awarded. 

Bids are reported at the first council meeting following the bid opening. 

Awarding the contract is the decision of the Project Manager and can be done at the same time as the report on 

bids or at a later meeting. As Iowa Statewide Urban Design and Specifications (SUDAS) is applicable to CIP projects, 

the City has 60 days from the bid opening to award the contract. 

The City may decide to reject all bids.  Some reasons to do this may be: 

 Bids come in over budget 

 Proceeding with the award would be disadvantageous to the City 

 Low or only bidder cannot meet obligations 

Single bids should not be rejected unless they are clearly non-responsive and/or non-responsible. 

Refer to document:  SOP – REPORT ON BIDS AND AWARD OR REJECT CONTRACT 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch6_References
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CHAPTER 7 

Construction 
 

This chapter of the manual functions as a guide for Construction Engineering employees. The instructions and 

guidelines contained in this chapter are mainly directed to Construction Project Managers and Inspectors. 

The purpose of this chapter is to establish uniform policies and procedures regarding contract administration and 

inspection on CIP construction projects, provide interpretation and clarification of specifications for contract 

administration and inspection, and serve as a collecting point for new instructions and guidelines. 

The content of this chapter has been developed from large and small project experience. The basic duties and 

requirements in this manual will need to be tailored for each project. It is understood that modifications and 

changes from the processes laid out in this chapter may be necessary and desirable to meet the project’s needs.  

For Contracts let through the DOT, refer to the Iowa Department of Transportation for contract administration and 

inspection guidelines. Those guidelines can be found in the Instructional Memorandums for Local Public Agencies. 

Document Management and Storage  
The City has developed a standard file structure for all project folders on the network. The intent for standardizing 

these items is so that anyone within Public Works or Utilities can easily access and use project files days, months, 

or years later. 

Refer to document: SOP – STANDARD FILE STRUCTURE - CONSTRUCTION 

Construction Contracts 
Once City Council approves the resolution to award and approve the contract of the low bidder, the construction 

contract can be collected and executed. The construction contract is the legal binding agreement between the City 

and the Contractor to perform construction on the project in accordance with the plans and specifications. The 

contract addresses items such as scope of work, payments, schedule, and quality. 

Notice of Award 
The first step is to prepare the Notice of Award (NOA) and send it to the Contractor.  The NOA is prepared by the 

Construction Contract Coordinator.  Timing of the NOA may vary but in general, is issued once a contract is 

scheduled to be awarded at a Council meeting. 

Refer to document:  SOP - NOTICE OF AWARD 

  

https://iowadot.gov/local_systems/im/lpa-ims
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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Contract Documents 
When the NOA is issued to the contractor, the Contract and various supporting documents are included. 

The Contractor must execute the Contract and return it to the City along with all necessary forms within 10 days of 

the NOA.  The Construction Contract Coordinator typically receives the contract documents from the Contractor, 

verifies all necessary information is included, and arranges to obtain all necessary signatures. 

Refer to document:  SOP – CONTRACT DOCUMENTS 

The time required to execute a Contract will vary based on the completeness of documents received from the 

Contractor (typically 1-2 weeks once received by Construction Contract Coordinator). 

Sales Tax Exemption Certificates 
Any contract awarded after January 1, 2003 is required to be bid without sales tax.  For each project, each 

contractor and subcontractor will be issued a sales tax exemption certificate. 

Refer to document:  SOP – SALES TAX EXEMPTION CERTIFICATES  

Notice to Proceed 
Once all of the contract documents are executed, the City Clerk will send one (1) fully executed Contract and one 

(1) original of each the Performance and Payment bond to the Construction Contract Coordinator.  The Notice to 

Proceed can then be issued. 

Refer to document:  SOP - NOTICE TO PROCEED 

Notice to Finance 
After the Notice to Proceed has been issued, email the following information to ownergenerated@cedar-

rapids.org (Finance): 

 Incentive information – Refer to Section 500, Article 4 in the Project Manual 

 00300-A, Breakdown by Funding spreadsheet –Refer to document:  SOP – BREAKDOWN BY FUNDING 

AND RECOMMENDATION TO AWARD 

 Name of Construction Project Manager 

 Name of Construction Inspector 

Pre-Construction  

Post-Bid Changes 
It is preferred that post-bid changes be known at the time of the internal pre-construction meeting.  Post-bid 

changes should be discussed between all parties at the meeting and it should be agreed upon how to incorporate 

them into the project.  If drawing revisions are required, the Consultant should prepare these, then forward to the 

Engineering Project Manager for distribution to construction staff. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
mailto:ownergenerated@cedar-rapids.org
mailto:ownergenerated@cedar-rapids.org
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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Internal Pre-Construction Meeting 
Once a Notice to Award is issued, an internal pre-construction meeting may be held.  These are typically held for 

larger, more complex construction projects. The timing for the meeting will vary with each project and it will be up 

to the Engineering Project Manager (PM) to determine if and when the meeting should occur.  Attendees for the 

meeting should be the Engineering Project Manager, Consultant, Construction Inspector, Construction Project 

Manager, Construction Contract Coordinator and Real Estate representative.  

The purpose of the internal pre-construction meeting is for the PM, Consultant, and Real Estate staff to inform the 

construction staff of project-specific details that may arise during the construction phase.  Typical discussion topics 

include: 

1. Post-bid changes 

2. Addenda 

3. Project-specific deadlines (including funding deadlines) 

4. Access requirements 

5. Challenges during acquisitions 

6. Public relations issues 

7. Non-standard bid items 

8. Construction milestones 

Permits 
Various permits will be required for construction and applicable permits may vary for each project.  The following 

is a list of permits that may apply: 

1. City of Cedar Rapids Excavation Permit – required for each project with any portion in City Right-of-Way 

2. Iowa DNR NPDES Construction Permit – required for sites disturbing 1 acre or more; Contractor and all 

subs must sign a Contractor and Subcontractor Certification Statement 

Refer to document:  SOP – PRECONSTRUCTION MEETING 

3. Iowa DNR Water Main Construction Permit – required for projects involving water construction 

4. Iowa DNR Sanitary Sewer Construction Permit – required for projects involving sanitary sewer 

construction 

5. Railroad Permits – Typically require “Right of Entry” permits from Contractor if working adjacent to 

railway (requirements may vary depending on railway owner) 

6. Linn County – ROW permit required if work is within Linn County ROW 

7. Iowa DOT – Work within ROW permit required when work is within DOT ROW 

8. Section 404 (Clean Water Act) – Joint permit application is submitted to DNR Sovereign Lands, DNR 

Floodplain and US Army Corps of Engineers 

Except for the Excavation Permit, permits typically are acquired by the Designer prior to start of construction. See 

the Design chapter for additional information regarding permits. 

Pre-Construction Meeting 
Pre-Construction meetings are required to be held before work can begin on a project.  The purpose of the 

meeting is for the Contractor to discuss scheduling, phasing, anticipated conflicts during construction and answer 

any questions related to the project.  Representatives from public and private utilities in the project limits are 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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invited to review the status of their relocations and discuss considerations for maintaining service to properties 

during construction. 

The meeting is facilitated by the Construction Project Manager assigned to the project with input from the 

Engineering Project Manager, Consultant and Construction Inspector as needed. 

Refer to document:  SOP - PRECONSTRUCTION MEETING 

CONTRACT TIME 

Contract time is the maximum time allowed in the contract for completion of all work contained in the contract 

documents. Contracts are typically one of three types: 

1. Completion Date 

2. Calendar Day 

3. Working Day 

Refer to the SUDAS Standard Specifications and the Cedar Rapids Supplemental Specifications to SUDAS for 

additional information regarding each type of contract and charging of contract time. 

Refer to document:  SUDAS STANDARD SPECIFICATIONS, DIVISION 1 – GENERAL PROVISIONS AND 

COVENANTS, SECTION 1080 – PROSECUTION AND PROGRESS, 1.02 – CONTRACT TIME 

Refer to document:  CEDAR RAPIDS SUPPLEMENTAL SPECIFICATIONS TO SUDAS 

CONSTRUCTION SCHEDULE 

The Contractor is responsible for preparing the construction schedule and a schedule must be submitted to the 

Construction Contract Coordinator prior to the pre-construction meeting.  The schedule must be reviewed by the 

Construction Project Manager.  The Engineering Project Manager may also review the schedule if determined 

necessary by the Construction Project Manager.  The schedule is discussed at the pre-construction meeting and 

any issues must be brought up at that time.  Starting, completion, and milestone dates are part of the contract and 

must be taken into account. If these are not addressed, the Contractor must revise and resubmit the schedule.  

Special events within a project’s limits and time frame should be discussed at the pre-construction meeting and 

their impact on the schedule considered. 

SUBMITTALS 

Materials submittals are required for all construction materials permanently incorporated into a project.  Once 

received from the Contractor, the submittals are routed for review for conformance with the contract documents.  

Refer to document:  SOP - MATERIAL SUBMITTALS 

PROJECT BOOK AND APPIA 

Following the Notice of Award, the Construction Project Manager shall set up the project quantity book and set up 

the project in Appia for use by inspection staff.  

Refer to document: SOP – QUANTITY BOOK 

Refer to document: APPIA – PROJECT CREATION & ACCOUNT MANAGEMENT INSTRUCTION MANUAL 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1080.pdf
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1080.pdf
http://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/sudas_statewide_urban_design_and_specifications.php
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://iowadot.gov/local_systems/publications/local_jurisdictions/AppiaPreconstructionInstructions.pdf
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Communication 
Construction Engineering staff represent the City and shall always conduct themselves in a professional manner. 

With the Public 
Inspectors and Construction Project Managers are among the most important individuals in development of good 

public relations during the construction of the project. Creating a positive relationship with residents within and 

near the limits of the project reflects well on the City. All parties involved in the construction phase have a large 

interest in promoting goodwill. See the Public Relations section of this chapter for additional information. 

With the Contractor 
Under the contract system used in construction, Contractors aim to perform the work contracted and Inspectors 

and Construction Project Managers see that the work performed is according to the project plans and 

specifications. Since these aims are essentially the same, City-Contractor relations should be conducted in a spirit 

of mutual cooperation within the framework of the specifications and with the best interest of both contracting 

parties. Establishing a cooperative and collaborative working relationship with Contractors may result in improved 

quality and fewer unresolved contract issues. 

Contractors should do no less than required, nor should they expect compensation for work done that was not 

required. Good Contractor relations can be promoted by keeping an open line of communication and advising 

Contractors of unacceptable work before such work is completed. In general, relations with the Contractor should 

be fair, firm, courteous, and based on sound judgement under the guidance of specification requirements.  

Contracts should be administered and communication made only through the Prime Contractor’s superintendent 

or other authorized Contractor representative on-site. If there is an issue with the performance or work quality of 

a sub-contractor, the communication shall be with the Prime Contractor. The subcontractor can be informed but 

the formal communication shall go to the Prime Contractor. 

With the Consultant 
The City of Cedar Rapids Engineering division often contracts with Consultants for the preparation of construction 

project plans. Inspectors must use good judgment to not burden the Consultant with questions of minor 

significance by reviewing the plans and project manual for possible answers before raising any questions regarding 

the design. However, asking too many questions is far better than the single failure to ask important questions. 

When clarification is required, the Inspector shall use the line of communication for city staff outlined below.  The 

consultant will be brought into an issue if no resolution can be made by City Staff. 

Line of Communication for City Staff  
1. First point of contact is Construction Inspector 

2. Second point of contact is the Construction Project Manager 

3. Third point of contact is the Project Manager 
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Line of Communication for Contractor 
1. First point of contact is Construction Inspector 

2. Second point of contact is the Construction Project Manager 

a. Requests for information shall first be sent to Construction PM who may forward to the Project 

Manager or Consultant as appropriate 

b. Contractor should not contact the Consultant 

Project Management 
Responsibility for administering construction contracts on City infrastructure rests with the City Engineer. 

Responsibility for actual construction work is delegated to the Public Works Construction Manager and ultimately 

rests with the Construction Project Manager (CPM). The CPM has authority to administer construction contracts 

according to the contract documents and the Construction Inspector Supervisor assigns and supervises inspection 

personnel on construction projects. CPM decisions are subject to review and perhaps revision by the Public Works 

Construction Manager and City Engineer. 

Responsibility 
The CPM, who is assigned responsibility for supervision of the construction of Public Works projects, is the key 

person in the field organization. In assuming the responsibility for proper fulfillment of assigned construction work, 

the CPM is also responsible for: 

 Maintaining good relations with contractors, affected property owners, and the general public 

 Keeping the Project Manager and Public Works Construction Manager informed as to construction 

progress, status, etc. 

 Maintaining complete project records and proper documentation 

 Assuring proper use of equipment and materials used in the performance of assigned duties. 

While CPMs have responsibility for general supervision of the work, their main concerns are for compliance with 

specifications and project completion. It is not their responsibility to direct the everyday activities of the 

Contractor. 

The CPM cannot and should not expect to retain all the duties and responsibilities. To have an efficient 

organization, each employee should be delegated authority in line with their responsibilities. The CPM must check 

to see that delegated duties are properly performed. 

All employees should be encouraged to accept delegated responsibility and to make decisions within the authority 

delegated to them.  

Project Documentation 
It is the responsibility of the CPM to ensure all aspects of construction are accurately and effectively documented. 

Accurate project documentation is helpful in many different ways. It helps provide insight as to what happened on 

the project. It provides information to future users to what changes were made and why. Most importantly, 

effective documentation can help prevent future disputes or legal battles.  
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USE OF CITY ROW 

It is the Contractor's responsibility to confine its construction activities within the limits indicated on the plans, in 

the safest manner possible, and at the least inconvenience to the property owners. 

Refer to document:  SUDAS STANDARD SPECIFICATIONS, DIVISION 1 – GENERAL PROVISIONS AND 

COVENANTS, SECTION 1070 – LEGAL RELATIONS AND RESPONSIBILITY TO THE PUBLIC 

Occasionally a Contractor requests permission to establish a material or equipment storage site on City right-of-

way. In reviewing these requests, the CPM must consider the impact of vehicles entering and leaving these sites on 

public traffic. In situations where vehicles entering and leaving the site creates a negative safety impact on the 

public, the request shall be denied. 

USE OF PRIVATE PROPERTY 

When a Contractor obtains an agreement with a private entity to use property in connection with a public 

improvement project, the Contractor shall provide a copy of the agreement to the City. 

A Contractor who wishes to use excess property owned by the City in connection with a public improvement 

project must receive permission from the City, via Change Order. The Contractor shall submit the request for use 

of City property in writing to the CPM. The CPM shall create a Work Change Directive that amends the contract to 

allow the Contractor to use the City owned property. The Work Change Directive shall state the physical address 

and GPN of the property that the Contractor shall use and shall also include language that requires the property be 

reestablished to the same or better condition than it was in prior to usage.  

Refer to document – SOP – CONTRACT MODIFICATIONS 

CONTRACT QUANTITY AGREEMENT 

Often times, it may be advantageous to agree to pay for work based upon the contract’s estimated quantity. The 

City or the Contractor may request that the final payment for an item is based on contract quantities. 

Refer to document:  SOP – CONTRACT QUANTITY AGREEMENT 

WEEKLY REPORT OF WORKING DAYS 

On contracts with working day time limits, the CPM is required to send a Weekly Report of Working Days to the 

Contractor. The Weekly Report of Working Days is a report generated that documents time charged versus actual 

work completed. It provides a brief summary of previous week’s activities on site, the working days that were 

charged for the week, and percentage of the project complete.  It is the responsibility of the CPM to generate a 

report and send the report to the Contractor weekly. 

Refer to document:  SOP – WORKING DAY REPORT 

TRAFFIC CONTROL 

Any time that a change to traffic occurs on the job site, the Contractor is required to notify the CPM. The 

Contractor must provide details of what traffic control will be placed and where, and expected duration of traffic 

control. This shall be sent through writing to the CPM at least two business days prior to the traffic control change. 

The CPM is responsible for notifying the Traffic Engineering Division of these changes. 

Refer to document:  SOP – PUBLIC RELATIONS DURING CONSTRUCTION 

https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1070.pdf
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1070.pdf
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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PLAN DEVIATIONS 

Consultants and Project Managers work hard to develop quality design plans to result in minimal issues 

encountered in the field; however, construction projects are complicated, complex undertakings and issues arise 

due to a variety of reasons. Examples include differing site conditions not envisioned in the original contract price, 

constructability issues, and modifications due to actions or inactions of third-parties (ex. Utilities). Issues may be 

due to design errors and/or omissions. All significant deviations from the original plans should be documented. 

Refer to document:  SOP – DOCUMENTING PLAN DEVIATIONS 

DESIGN UPDATES 

Throughout a project, issues may arise the result in a change to the plans. When revised plan sheets are required, 

the CPM shall be responsible for ensuring the revised sheets are distributed to all of the necessary parties and that 

a complete, updated plan set is maintained. 

Refer to document:  SOP – DESIGN UPDATES  

ADA RAMP DOCUMENTATION 

ADA Ramps are in integral piece of the roadway and intersection designs.  Strict guidelines are in place and must 

be met for an ADA Ramp to be accepted into the project.  The CPM is responsible for compiling the completed or 

corrected ramps monthly on their projects and sending the information to the Civil Engineer I – ADA Specialist. 

These are then checked for compliance, compiled into reports, and filed for records of compliance. 

Progress Meetings 
On most construction projects, progress meetings will be held starting from the beginning of construction work 

until the completion of all work. The purpose of progress meetings is to review progress in the work during the 

previous week(s), discuss anticipated progress during the following week(s), and review critical operations and 

potential problems. 

Refer to document:  SOP – PROGRESS MEETINGS 

Contract Modifications 
A contract modification is a document that is recommended by the CPM and signed by the Contractor and either 

the City Manager or City Council, which authorizes an addition, deletion, or revision in the work or an adjustment 

in the contract price or the contract times. Once signed by all parties, these change orders become legally binding 

contract documents. 

Contract modifications are used to: 

 Change the authorized quantity of a contract item. This includes increases or decreases to contract 

quantities. 

 Add a new item or material to an existing contract. Often this is a result of plan revisions or a change 

in scope from what was originally envisioned at time of letting. 

 Change the contract time. 

 Serve as a source document for Finance to enter changes and additions into the Contractor Pay 

System. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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 Officially document changes to the contract documents. 

It is imperative that the CPM actively pursue contract modification negotiations to an early conclusion. Substantial 

changes to the contract scope or time shall receive oversight and concurrence from the Project Manager prior to 

developing any contract modifications. No work shall begin until the Contractor has agreed to a contract 

modification. Any work completed without prior approval by the CPM in writing, will not be paid. 

CHANGE IN SCOPE OF WORK 

If items arise for which payment is not addressed in the original plans, changes to the scope will be addressed per 

SUDAS. As soon as an issue arises that may result in a change to the scope of work and/or a change in the contract 

time, the Contractor shall notify the Inspector and CPM in writing of the claim. 

Refer to document:  SUDAS STANDARD SPECIFICATIONS, DIVISION 1 – GENERAL PROVISIONS AND 

COVENANTS, SECTION 1040 – SCOPE OF WORK, 1.09 CHANGED SITE CONDITIONS 

Refer to document:  SUDAS STANDARD SPECIFICATIONS, DIVISION 1 – GENERAL PROVISIONS AND 

COVENANTS, SECTION 1040 – SCOPE OF WORK 

CHANGE IN CONTRACT TIME 

For reasons of public interest, it is essential that the work progresses, with the least possible delay, so that all work 

is completed within the time period allowed. If items arise that may result in the Contractor being unable to 

complete the work within the original contract period, they may request an extension of time per SUDAS. The 

Inspector and CPM shall closely monitor the work progress and discuss time extensions as items arise, not at the 

completion of construction. 

Refer to document:  SUDAS STANDARD SPECIFICATIONS, DIVISION 1 – GENERAL PROVISIONS AND 

COVENANTS, SECTION 1080 – PROSECUTION AND PROGRESS, 1.09 – EXTENSION OF TIME 

WORK CHANGE DIRECTIVES AND CHANGE ORDERS 

The City of Cedar Rapids uses two different forms to prepare contract modifications. The first is a Work Change 

Directive, which is prepared by the CPM, and is an unofficial agreement to the change. With each periodic 

payment, an official Change Order is prepared by the Finance Department that encapsulates all Work Change 

Directives from the previous month, and is the official document that modifies the contract. 

Refer to document:  SOP – CONTRACT MODIFICATIONS 

Inspection 
Inspection is one of the most important processes on any City Project.  Even though much care is used in preparing 

contract documents, the quality of the finished product generally reflects the quality of the inspection performed. 

An Inspector must be honest and fair, exercising responsibilities with firmness and good nature.  Inspectors must 

work cooperatively with fellow employees, supervisors, and contractors.  The Inspector must avoid supervising the 

Contractor's work operations or performing any other activity that could be construed as a responsibility of the 

Contractor; otherwise, the contracting authority's position could be jeopardized in the event of a dispute or claim. 

  

https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1040.pdf
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1040.pdf
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1040.pdf
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1040.pdf
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1080.pdf
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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Responsibility 
The first and primary responsibility is to ensure that the Contractor’s work and site activities are in conformance 

with the plans and specifications. Plans and specifications detail the work that is to be constructed – including the 

materials to be used, the workmanship required, and certain construction procedures to be followed. Inspectors 

must assure themselves that all materials furnished and work performed by the Contractor are in compliance with 

contract requirements.  Contractor's operations must be observed and appropriate tests and measurements must 

be performed to determine the progress and the quality of work. Documentation of inspected work and 

computations should be complete. Responsibilities include: 

 Be familiar with plans, details, specifications, and special provisions 

 Maintain daily records of inspection findings and construction progress 

 Maintain daily records of quantities 

 Ensure materials are in compliance with contract requirements 

 Recognize unsafe conditions 

 Inspect traffic control 

 Monitor erosion control issues 

Authority 
The Inspector is responsible for determining that the work being done and the materials that are being used meet 

that requirements of the contract documents. The Inspector has the authority to reject materials or suspend work 

if the quality of either is in dispute with the Contractor. Any rejection of materials or suspension of work shall 

immediately be reported in email to the Contractor and Construction Project Manager (CPM).   Settlement of a 

dispute is decided by the CPM. 

An Inspector's authority does not extend to modification of any of the provisions of the contract documents, 

acceptance of the work, acting as a supervisor for the Contractor, or improper interference in the Contractor's 

project management. 

Inspectors do not have authority to change the design without specific approval from the Engineer of Record. 

Project Initiation 
Prior to the commencement of construction, it is important that the Inspector gathers all necessary 

documentation for the project. This includes the project manual, plans, specifications, and any other supporting 

documentation. The Inspector should thoroughly review all documents to become acquainted with the project. 

Any errors or discrepancies found in the initial review shall be flagged and brought to the attention of the 

Construction Project Manager. 

PLAN FAMILIARITY 

An Inspector should become thoroughly familiar with project plans, specifications, special provisions, and details 

that apply to the work being inspected.  The Inspector must be capable of recognizing if the work being inspected 

conforms to the contract requirements. 
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SUBMITTALS 

The Contractor will be required to provide submittals for all materials that are incorporated to the project. They 

will be reviewed and accepted by the Construction Project Manager, or others. Once approved, the Construction 

Contract Coordinator will forward all submittals to the Inspector. It is important to review these documents to 

understand what materials will be allowed on the project. 

SITE VISIT 

A trip to the project site prior to construction is always necessary. A walk through of the project site can help 

answer questions, provide insight on the plans, and give the Inspector familiarity of the job. While doing a 

preconstruction site visit, the Inspector shall also make photographic and/or video documentation of the existing 

conditions. It is always important to provide photographic evidence of the original conditions, this can clear 

confusion following the project. 

Refer to document:  SOP – PRECONSTRUCTION SITE SURVEY 

PRECONSTRUCTION MEETING 

After award of the contract and prior to starting work on the project, a meeting between the Contractor’s and 

City’s staff is conducted to discuss project requirements and administrative details. The items for discussion at the 

meeting and scheduling of the meeting will depend on the type and complexity of the project and the Contractor’s 

familiarity of Cedar Rapids’ procedures. The Inspector shall be present at this meeting. 

Refer to document:  SOP - PRECONSTRUCTION MEETING 

Work in Progress Inspection 
Good inspection practices include developing a working arrangement with the Contractor that allows for being at 

the right place at the right time for prompt and adequate inspection.  Inspection and testing requirements can be 

found in the specifications used for the project development. This is often noted within the first few pages of the 

project plans. 

Refer to document: LEVELS OF INSPECTION TABLE  

Project Documentation 
Project documentation is intended to serve two major purposes. The first purpose is to communicate with others 

on the project and the second is to provide a recorded history of the project. If a document is not sufficiently clear 

to serve the first purpose, it will never serve the second. All documents generated can become evidence in 

litigation. Documents should not be produced that would embarrass the City of Cedar Rapids or create 

unnecessary legal exposure. A legal challenge could come from an unsuspected source. As such, all documentation 

should be maintained with the same diligence. Caution should be exercised in writing marginal notes on 

correspondence as it could have an effect the original letter did not intend.  

It is the responsibility of the Inspector to accurately and effectively document all aspects of construction. Accurate 

project documentation is helpful in many different ways. It helps provide insight to others that were not there as 

to what happened on the project. It provides information to future users to what changes were made and why. 

Most importantly, effective documentation can help prevent future disputes or legal battles.  

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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Documentation should occur as soon as possible, but no later than 1 week, following any activities so that the 

Inspector can accurately recall information. Effective documentation should be complete, inclusive, accurate, and 

factual. The Inspector is responsible for providing documentation by use of Field Books, Daily Diaries, Weekly 

Reports, Pay Applications, Non-Compliance Notices, and other work sheets.  

All documentation shall reside in the respective Inspection folder for the project on the City server. It is important 

that all documentation stays at this location so it can be easily accessed by others, and can be updated 

continuously. Storage of project documentation is not to occur in any other locations.  

Requirements of good project documentation are: 

 Clear. Others should understand it. 

 Complete. Tell the whole story. 

 Timely. Document it before you have a chance to forget some or all of it. 

 Accurate. Relate the facts only. Do not speculate. 

 Objective. Present an unbiased document 

 Specific. Keep to the point, and avoid the unnecessary. 

 Uniform. Develop a habit of documenting with standardized forms. Do not use new forms or unique forms 
that have not been reviewed or accepted by the City.  

DAILY REPORT 

The daily report is used to document work progress, site conditions, labor and equipment usage, and the 

Contractor’s ability (or inability) to perform their work. By covering both normal work processes and unusual 

happenings, it paints a picture of the project on a day-by-day basis. 

Refer to document:  SOP – CONSTRUCTION INSPECTOR DAILY REPORT 

WEEKLY REPORT OF WORKING DAYS 

On contracts with Working Day time limits, the Inspector shall track the days based on rules for charging of 

working days. The Weekly Report of Working Days is a report generated that documents time charged versus 

actual work completed. It provides a brief summary of previous week’s activities on site, the working days that 

were charged for the week, and percentage of the project complete.  The Inspector is expected to have all 

information necessary for the Weekly Report of Working Days entered by the end of the work week. 

Refer to document:  SOP – WORKING DAY REPORT 

STORM WATER SITE INSPECTIONS 

On projects that have one acre or more of disturbed area, the City is required to obtain an Iowa NPDES General 

Permit No. 2 for Construction Activities. This permit allows the discharge of storm water associated with 

construction activities. As part of the General Permit No. 2, the site is required to be inspected at least once every 

seven calendar days for compliance. 

Refer to document:  SOP – STORM WATER SITE INSPECTIONS 

  

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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UTILITY INCIDENT FORMS 

Whenever a utility is hit, it is important to document the incident. Whether due to unmarked lines, or negligent 

work, proper documentation is critical for the City.  

Refer to document:  SOP – UTILITY INCIDENT FORMS 

PHOTOGRAPHS 

It is the responsibility of the Inspector on the construction site to obtain an adequate photographic record of work 

in progress on each contract. The Inspector should rely on judgement and experience to determine subject matter 

and quantity. The documentation obtained by timely photographs can be used to demonstrate previously existing 

conditions such as site access, storage space, completion status, and soundness of pre-existing facilities. 

Refer to document:  SOP – CONSTRUCTION PHOTOGRAPHS 

NON-COMPLIANCE FORM 

In the event that the Inspector notices or has their attention called to work or other activities of the project that do 

not meet the specifications, or if the Contractor attempts to utilize a particular construction mean or method to 

install work that will result in work that will be unacceptable, the Inspector shall notify the Prime Contractor as 

quickly as possible. If immediate steps are not taken to resolve the concern, the Inspector shall issue a Non-

Compliance Notice to the Prime Contractor. 

Refer to document:  SOP – NON-COMPLIANCE FORM 

PLAN DEVIATIONS 

Rarely is a project built exactly per the project plans. The Inspector may identify an issue during construction that 

requires changes the plans.  All significant deviations from the original plans should be documented. 

Refer to document:  SOP – DOCUMENTING PLAN DEVIATIONS 

Quantity Measurements and Pay Applications 
The Inspector is responsible for measuring work for payment. Pay quantities are required to be measured and 

documented for contract payment and tracking purposes. Part of Construction Engineering’s role is to pay the 

Contractor for work performed. Inspectors are best suited for paying for contract work since they are the closest 

to the work. Good documentation of pay quantities is needed to avoid underpaying, overpaying or double-paying 

the Contractor for completed work.  

QUANTITY BOOK 

The Inspector’s quantity book contains a log of all work that has taken place. It accurately describes when and 

where each item was placed in the project. It also contains support sheets that detail material compliance. The 

quantity book will include information such as the project name, number, items, quantities, prices, and funding 

sources.  

Once work begins, the field book needs to be updated daily. Precise and timely entries are essential to ensure 

monthly pay applications can be completed with ease. 

Refer to document:  SOP –QUANTITY BOOK 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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PAY APPLICATIONS 

The City of Cedar Rapids pays the Contractor for all work completed on a monthly basis. The fourth Friday of each 

month is designated as quantity cutoff date. All work through this date is to be itemized in the quantity book for 

proper payment to the Contractor. Keeping accurate documentation in the quantity book will make pay 

applications extremely easy.  

Refer to document:  SOP –PAY APPLICATIONS  

Material Compliance and Testing 
Materials used in the work must meet all quality requirements of the contract documents and, as such, are subject 

to inspection and testing prior to incorporation into the work. 

Materials quality tests should be performed expeditiously and carefully.  Test samples should be carefully handled 

and protected.  Test failures should be promptly reported.  The Inspector should notify the Contractor of failures 

or when materials are rejected before being incorporated into the work. 

Unacceptable work should be recognized early and reported to the Contractor before it develops into expensive 

and time consuming corrections.  Notification should be confirmed in writing if necessary.  For example, if the 

Contractor is using wrong sizes or types of materials, the Contractor should be informed of this at the first 

opportunity. 

MATERIAL VERIFICATION 

Prior to commencement of construction, the Contractor is required to submit material specifications for items that 

will be incorporated on site. The material submittals will be reviewed by the Construction Project Manager and 

forwarded to the Inspector. The Inspector shall confirm that the materials being used on site conform to the 

materials submitted by the Contractor and the project specifications. In the absence of apparent defects, materials 

arriving on the job identified as approved by the Construction project Manager may be accepted by the Inspector.   

FIELD TESTING 

The Inspector is responsible for the field sampling and testing portion of the project verification tests.  

Refer to document:  SOP – CONSTRUCTION FIELD TESTING 

NON-COMPLIANCE NOTICE 

In the event that test results fall outside specification limits, the Inspector shall issue a Non-Compliance Notice to 

the Prime Contractor. 

Refer to document:  SOP – NON-COMPLIANCE FORM 

CORRECTION OF FAILING MATERIALS 

Test results that do not pass or meet minimum criteria shall be brought to the Contractor and Construction Project 

Manager’s attention. The Construction Project Manager shall determine if project work is acceptable and within 

reasonably close conformity with contract documents.  If the work is not in reasonably close conformity, it is the 

Contractor’s responsibility to determine how the deficiency will be correct. City staff are not responsible to tell the 

Contractor what needs to be done to correct the problem. 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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The Construction Project Manager is permitted to allow the work to remain in place if it is reasonably acceptable 

and to provide an adjustment in the contract unit price for work that is deficient.  However, the Contractor may 

elect to remove the deficient work with no extra payment and replace it with material that complies.  

Whenever deviations from specification limits or tolerances occur, whether the deviation is to the extent that 

payment adjustments will be made or not, the Contractor shall take immediate corrective action that will insure 

subsequent compliance.  If immediate corrective action is not taken, the Inspector will stop the work. 

When test results are within specifications but continuously near the limits or tolerances on any sieve, the 

Inspector will inform the Contractor that corrective action would be advisable and document this advice in the 

daily diary.  Work will not be stopped, pending such corrective action, unless noncompliance has occurred. 

Safety 
The Inspector must be safety minded but, the responsibility for job site safety lies solely with the Contractor. 

Occupational Safety and Health Act (OSHA) regulations (federal and state) apply to all construction projects.  

(Federal OSHA regulations are codified in 29 CFR, Sections 1910 and 1926.)  Contractors are responsible for 

compliance with OSHA regulations and shall maintain a safe work site.  Therefore, contractors and their employees 

must be familiar with the health and safety requirements of the act. 

The Contractor controls the construction site, and is tasked with providing the finished project by their means and 

methods. It is the responsibility of the Contractor to follow all local, state, and federal regulations regarding work 

place safety. How the Contractor achieves this is their concern.  

It is the responsibility of the Inspector to ensure the finished product conforms to what is specified, to test 

materials, gather quantities, etc. The Inspector is not responsible to review the Contractor’s safety program or 

ensure the Contractor is following the correct safety procedures. The Inspector should recognize when there are 

unusual or unsafe conditions that are created by the Contractor. If the Inspector feels the current operations are 

creating an unsafe environment for the Contractor or the general public, the Inspector can inform the Contractor 

of the concern, and should take photographs to document the situation. If it is an imminent hazard and the 

Contractor is not working to correct the situation, the Inspector shall immediately notify the Construction Project 

Manager.   

Traffic Control 

MANUAL ON UNIFORM TRAFFIC CONTROL DEVICES 

The Manual on Uniform Traffic Control Devices (MUTCD) defines the standards used by road managers nationwide 

to install and maintain traffic control devices on all public streets, highways, bikeways, and private roads open to 

the public travel. The MUTCD is published by the Federal Highway Administration (FHWA) under 23 Cod of Federal 

Regulations (CFR), Part 655, Subpart F. The MUTCD shall be followed on all City projects, and temporary traffic 

control shall meet the requirements as defined. 

INSPECTION OF TRAFFIC CONTROL 

All traffic control on the project shall be inspected daily to confirm that it is in good condition and in conformance 

with the traffic control plan. Traffic Control shall also be checked immediately following a major storm event. Any 

deficiencies in traffic control shall be brought to the attention to the Contractor as soon as possible. The Inspector 
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shall follow up to make sure the traffic control is brought back to compliance, and if not, should shut work down 

until it meets compliance. Note traffic control condition in the daily report. 

Public Relations 
Before work is started, and as work progresses, City staff shall make an effort to advise residents and businesses of 

construction and discuss the probable effect on their operations. This gives the public an opportunity to arrange 

their operations to fit the construction schedule. 

Refer to document:  SOP – PUBLIC RELATIONS DURING CONSTRUCTION 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References


C I T Y  OF  C E D A R  RA P I D S  |  P RO JE C T  D E V E L OP M E N T  A N D  M A N A G E M E N T  M A N U A L  

 

CITY OF CR | PW 
 

8-1 
 

2021 EDITION 
  

CHAPTER 8 

Project Closeout 
 

Project closeout is the final phase of a construction project, performed after physical construction has been 

completed. The project closeout process includes a combination of onsite and administrative tasks. 

Construction Contract Closeout 
A completed and thorough project closeout substantiates that the construction project has been performed 

according to the plans and specifications, all costs have been billed and paid, and all required records have been 

retained. 

To ensure that all necessary steps have been taken and that all required files have been retained, the Construction 

Contract Coordinator and Construction Project Manager shall utilize the Project Closeout Checklists to track the 

completion of each item. 

Refer to document:  TEMPLATE – PROJECT CLOSEOUT CHECKLIST - CCC 

Refer to document:  TEMPLATE – PROJECT CLOSEOUT CHECKLIST – PROJECT MANAGER  

Substantial Completion 
Substantial completion is the time at which all work has progressed to the point where, in the opinion of the 

Construction Project Manager, all work is sufficiently complete, in accordance with the contract documents, so 

that all work can be used for the purposes for which it is intended. Substantial completion is defined in the Cedar 

Rapids General Supplemental Specifications to SUDAS Standard Specifications. 

Refer to website: CEDAR RAPIDS GENERAL SUPPLEMENTAL SPECIFICATIONS TO SUDAS STANDARD 

SPECIFICATIONS, DIVISION 1, SECTION 1010, 1.03 

Once the Contractor considers the work ready for its intended use (except for items specifically listed by 

Contractor as incomplete), the Contractor shall notify the Construction Project Manager in writing of work 

completion.  

Punch List  
When the Contractor informs the Construction Project Manager of substantial completion, the Construction 

Inspector may begin creating the punch list. The punch list is a document that lists all items that are not 

conforming to the contract specifications. Thorough inspection throughout the project can aide in the creation of a 

punch list. All contracted work must be inspected, and ensured that it was installed according to the specifications 

that the project follows. 

Refer to document:  SOP – PUNCH LIST  

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
https://cms8.revize.com/revize/cedarrapids/Public%20Works/SUDAS/2021%20VERSION/CR%20Supplement%20to%20SUDAS%20Standard%20Specifications%202021%20FINAL%20DRAFT.pdf
https://cms8.revize.com/revize/cedarrapids/Public%20Works/SUDAS/2021%20VERSION/CR%20Supplement%20to%20SUDAS%20Standard%20Specifications%202021%20FINAL%20DRAFT.pdf
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
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Final Walk Through 
Following submittal of the punch list to the Contractor, the Construction Project Manager shall schedule a final 

walk through. Depending on the size and scope of the project, the final walkthrough shall consist of the Inspector, 

Contractor, Project Manager, and Consultant. During the final walk through, everyone present shall collectively 

make an inspection of the work to determine the status of completion. Work items that still require completion 

after walk through may be added to the punch list by the Inspector. 

Final Pay Application 
The Inspector shall thoroughly review and verify quantities prior to project close out. Once final quantities have 

been reviewed, the Inspector shall discuss these quantities with the Contractor and verify that the Contractor 

agrees with them. Following the determination of the final quantities, the final pay application and change order 

will be prepared by Finance. 

Refer to document:  SOP – PAY APPLICATIONS 

Refer to document:  SOP – CONTRACT MODIFICATIONS 

”As-Built” Plans 
One set of “as-built” plans shall be prepared for construction projects as soon as possible after project completion 

either by manual methods or electronically. 

Refer to document:  SOP – AS-BUILTS 

Final Acceptance 
Once a final pay application is signed and returned by the Contractor, the Construction Contract Coordinator (CCC) 

will begin the process for final acceptance. 

Refer to document:  SOP - PROJECT ACCEPTANCE   

Permit Closeout 
Various regulatory permits may have been acquired for the project. It is the Project Manager’s responsibility to 

ensure that these permits are closed out in a timely manner. 

National Pollutant Discharge Elimination System (NPDES) General 
Permit 
If the project had one acre or more of disturbed area, a NPDES General Permit No. 2 for Construction Activities was 

obtained from the Iowa DNR. When the ground is completely stabilized with a permanent, perennial, vegetative 

cover, the Inspector shall notify the Construction Contract Coordinator so that a Notice of Discontinuation can be 

submitted. 

Refer to website: IOWA DEPARTMENT OF NATURAL RESOURCES 

Refer to document: SOP - NPDES PERMITS 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/NPDES-Storm-Water/Permits-Guidance-Forms
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/NPDES-Storm-Water/Permits-Guidance-Forms
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
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Water Main Construction Permit  
If a public water supply construction permit was obtained from the Iowa DNR for the construction or modification 

of any source, treatment, storage, or distribution system of a public water supply system, Water Engineering will 

submit the Notification of Completion of Construction form or postcard that is supplied with the permit to indicate 

the project was completed in accordance with the approved plans and specifications. 

Refer to website: IOWA DEPARTMENT OF NATURAL RESOURCES 

Sanitary Sewer Construction Permit 
If this project included installation or modification of any wastewater disposal system, including sanitary sewer 

lining, reconstruction, or extensions, a construction permit would have been issued by the Iowa DNR. Upon project 

acceptance, a Project Completion Certificate shall be submitted. 

Refer to website: IOWA DEPARTMENT OF NATURAL RESOURCES 

Refer to document: SOP - WASTEWATER CONSTRUCTION PERMITS 

Section 404 (Clean Water Act) 
If the project included fill for development, water resource projects (such as dams and levees), infrastructure 

development (such as highways and airports) and mining projects, the U.S. Army Corps of Engineers would have 

administered a Section 404 permit. Refer to the Permit Conditions for any post-construction requirements. 

Refer to website: IOWA DEPARTMENT OF NATURAL RESOURCES 

Refer to website: US ARMY CORPS OF ENGINEERS 

Railroad Permits 
If any work occurred within railroad right-of-way, a permit was required. The requirements for each railroad 

company differ. Refer to the railroad company’s website for information. The Iowa DOT Rail Transportation Bureau 

maintains a list of railroad contacts and railroad websites. 

Refer to website: IOWA DEPARTMENT OF TRANSPORTATION 

Consultant PSA Closeout  
Closeout of a Consultant’s professional services agreement occurs when the Consultant has performed all of the 
services in the professional services agreement, all administrative actions have been completed, any disputes are 
settled, and final payment has been made. 

Reestablish Monuments 
After completion of construction, the Design Surveyor shall perform field survey as required to verify which 

monuments found during the original survey and identified on the H sheets, if any, were disturbed or removed 

during construction. All disturbed or missing monuments shall be reset at their original location and a 

Monumentation Preservation Certificate in accordance with Iowa Code Section 355.6A shall be prepared and filed 

with the Linn County Recorder. 

https://www.iowadnr.gov/Environmental-Protection/Water-Quality/Water-Supply-Engineering/Construction-Permits
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/Wastewater-Construction/Construction-Permits
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
https://www.iowadnr.gov/Environmental-Protection/Water-Quality/Wetlands-Permitting
https://www.mvr.usace.army.mil/Missions/Regulatory/Permits/
https://iowadot.gov/iowarail/
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Evaluate Consultant and Project Results 
Evaluation of consultant performance is essential to the effective management of quality professional engineering 

services. Through the use of effective Consultant performance management, the City is able to efficiently and 

effectively determine the quality of services consultant firms provide, document when there is a need for 

improvement, and document specific instances that require immediate resolution. 

FINAL EVALUATION 
Assessing consultant performance ensures the City receives quality deliverables at a fair and reasonable value. In 

addition, the evaluation of consultant performance provides the consultants and City with: 

 The opportunity for continuous improvement 

 The opportunity for enhanced understanding of the City’s needs and expectations 

 Added value to the consultant selection process from the review of performance data 

Upon completion of construction, the Project Manager, in coordination with their Program Coordinator, shall 

complete the post-construction evaluation survey. 

DESIGN ERROR ACCUMULATIVE PROCESS 
Consultants and Project Managers work hard to develop quality design plans to result in minimal issues 

encountered in the field; however, construction projects are complicated, complex undertakings and issues arise 

due to a variety of reasons, including design errors and/or omissions. Throughout the construction process, the 

Construction Project Manager will document all issues that arise. 

Refer to document:  SOP – DOCUMENTING PLAN DEVIATIONS 

The Project Manager shall be made aware of all issues that arise that are due to design errors so that they may 

review the errors and costs with the Designer. 

Refer to document:  SOP – DESIGN ERROR ACCUMULATIVE PROCESS 

POST CONSTRUCTION REVIEW 

Post construction review is a vital part of any construction project.  At the end of construction, it is important to 

have a debriefing session with the Consultant to discuss what went well, what didn’t go well, and what lessons 

were learned.  

Refer to document:  SOP - POST CONSTRUCTION REVIEW 

Consultant Insurance Certificate Renewals 
Professional Liability Insurance coverage must remain in effect for at least two (2) years after the final payment is 

made to the Consultant and the project being accepted by the City.  The intent of this policy is to provide coverage 

for claims arising out of the performance of professional services under this contract and caused by any negligent 

act, error, or omission for which the Consultant is held liable. 

Refer to document:  SOP – INSURANCE CERTIFICATE RENEWALS 

  

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References
http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch8_References


C I T Y  OF  C E D A R  RA P I D S  |  P RO JE C T  D E V E L OP M E N T  A N D  M A N A G E M E N T  M A N U A L  

 

CITY OF CR | PW 
 

8-5 
 

2021 EDITION 
  

Finance Notification of Final Billing 
The Project Manager shall be responsible for working with their Program Manager and the Accounts Payable 

Specialist to notify the Consultant to submit their final invoice. Once the final invoice is paid, the Project Manager 

shall inform the Accounts Payable Specialist that the Purchase Order for the PSA can be closed. 

Post Project Acceptance 

Renegotiation of Damages – Iowa Code 6B.52 
Whenever the City acquires right of way in fee simple, or via permanent easements, temporary easements, or 

any other agreements for entering onto or use of land or property rights for construction and maintenance 

activities, whether taken by condemnation or purchased, the owner has five years from the date of the 

settlement to renegotiate construction or maintenance damages not apparent at the time of said settlement. 

The property owner may contact the City by phone, in person, or in writing regarding said damages. The City 

shall then investigate and, if necessary, remedy the damages. 

Maintenance Period 
The maintenance period for a project is noted in Section 00800, Supplementary Conditions of the Project Manual. 

Typically, the maintenance period is four years. The project may also contain additional warranties for specific 

items within the project.     

SITE REVIEW 

A site review must be completed at least six months prior to the end of the maintenance period and warranty 

period, if applicable. The Construction Contractor Coordinator will set up a notification in Microsoft Project as part 

of the Final Acceptance process. The notification will go to the Construction Project Manager who will then arrange 

for a site visit to evaluate if any of the work is defective.   

DEFECTIVE WORK 
If work is found to be defective, the Construction Project Manager will provide notification to the Contractor for 

repairs in accordance with SUDAS Section 1070, 3.01 C. 

Refer to website:  SUDAS SECTION 1070 – LEGAL RELATIONS AND RESPONSIBILITY TO PUBLIC, 3.01 C  

https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1070.pdf
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