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Purpose: 
To summarize and document the process for the various levels of communication with 
the public during a construction project. 
 
Guidelines: 

1. Communicate in a timely manner with residents before any City work occurs in 
neighborhoods. 
 

2. Consult this SOP and work with members of the Communication Team when 
communicating with residents about City work in neighborhoods.  
 

3. The following should always be included in communications: 
Who: Who can the residents contact if they have questions/concerns?  
What: What is the nature of the work being completed?  
When: When will the work begin & how long will it last?  
Where: Where is the work occurring and what are the anticipated impacts 
(traffic, property, etc.)?  
Why: Why is the work being performed? 
 

4. Copies of all communications shall be saved in the corresponding subfolder of 
the contract’s CORRESPONDENCE folder. 

 
Procedures: 
Direct Mailings 
Purpose: Used most often when the project is planned to impact a specific 
neighborhood or corridor. Direct mail alerts residents and businesses in advance of the 
project starting. Often used in conjunction with CIP or PFP projects that have 
identifiable timelines. Direct mail is sent to all adjacent property owners in addition to 
neighboring streets. The exact mailing list is determined based on the scope of the 
project. 

https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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1. The Project Manager shall prepare a preconstruction letter to residences and 

businesses in the project corridor prior to the start of the project. 
 

2. The letters are sent one to two-weeks prior to the start date, typically after the 
pre-construction meeting so that the schedule is known. 

 
3. Letter must include the following: 

a. Overview of project improvements including: 
i. Why project is occurring 
ii. Benefits of project 
iii. Anticipated impacts to residents (road closures, lane reductions, 

driveway interruptions, sidewalk or utility work, etc.) 
b. Timeline of the project – when the project/work will begin, possible 

alternative date (if applicable), how long project will last. Timelines should 
be within a reasonable timeframe and start and end dates must be 
estimated as accurately as possible. 

c. Detour routes, if applicable 
d. Any special parking instructions, if applicable 
e. How garbage and recycling will be handled 
f. If mail will be impacted 
g. A contact name and phone number for the Contractor and the Inspector 
h. Mailings for high impact projects include an invite to sign up for e-

newsletters 
i. Other helpful information to include: 

i. Invitation to open house 
ii. Methods to give feedback 
iii. Maps 
iv. Link to more details on website 

 
Refer to template: Pre-Construction Letter 
 
Refer to SOP: Generating a Mailing List 
 

Open Houses 
A pre-construction open house may be held in advance of a high-impact project. The 
adjacent property owners/businesses and neighboring streets/corridors are invited 
through direct mail.  
 

1. The Project Manager prepares an Open House invitation letter to residences and 
businesses in the project corridor. A Property Owner Survey form should be 
included with the letter. The letter and survey form should be mailed to arrive at 
least two weeks prior to the meeting date. 

Refer to template: Pre-Construction Open House Invitation Letter 
Refer to template: Property Owner Survey Form 
 

  

https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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Refer to SOP: Generating a Mailing List 
 

2. It is suggested to create display boards showing: 
o Proposed improvements (keep drawings simple and colorful) 
o Aerial photo background 
o Property addresses 
o North arrow 

 
3. A planning meeting amongst the design team and Communications staff is 

typically held at least one week prior to the open house to discuss the agenda 
and materials. 
 

4. Other material to bring to the meeting include: 
o Sign in Sheet 
o Table Project Comment Form – multiple copies 
o Room Location Signs 
o Pens and markers 
o Post it boards and easels 
o Tape 

 
5. General room set-up: Ensure the venue is ADA compliant; sign-in table outside 

the room or near the entrance; easels/displays arranged around the room. 
 

Door Hangers 
Purpose: Used to notify of work that will begin imminently. Created and placed by the 
Contractor at properties that are directly impacted and/or on the same street as the 
work taking place, after the City has sent a direct letter notification. 
 
Door hangers should include: 

1. Short notification identifying the type of work taking place 
 

2. Timeline of work, when possible. Timeframes must be reasonable and accurate 
as possible. 
 

3. Contact information 
 

Day-to-Day Communications 
Purpose: To provide timely information to residents when work is underway in their 
neighborhood to build trust, reduce questions/confusion/fear, and cut down on resident 
phone calls that often go to multiple departments seeking information. 
 

1. The Inspector and Construction Project Manager (CPM) should be proactive 
about identifying and resolving project related complaints before they become a 
problem to the public. 
 

2. Contact with the public should be courteous and responsive. Staff should 
conduct themselves to reflect the professional standards of the City. Avoid 
making casual comments about the project that would cast the City in a negative 
light. 

https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
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3. Contact with news media shall be directed to the Communications Coordinator. 

Under no circumstances shall information be given about a project – staff’s 
comment shall be, “no comment”. 

 
MyCR 
Purpose: During the Construction Project season, we want to ensure we are using the 
My CR system to its fullest. Tracking citizen concerns through this system allows us to 
identify trends that can help to inform us about some things that may need to be 
improved on the next project or next construction season. 
 
Below is a list of examples to start to give you a better feel for what to log, but note this 
is not an exhaustive list. 
 

Examples – Routine, general resident inquiries that do NOT need to be logged in MyCR 

 “When is this project starting/ending?” 

 “What are you doing on <street name>?” 

 “Will you be working on <street name> this year?” 

 “Why do you close roads for so long / why does it take so long?” 

 “Why are so many projects happening at once?” 

 “Why are you prioritizing <bike lanes, sidewalks, aesthetics, etc.>”  
 
Examples – Complaints or specific questions that NEED to be logged in MyCR to 
ensure it is tracked and documented 

 “I am unhappy with how my driveway was poured back” 

 “I never received notification the project was starting – you are disrupting 
something that needs to be resolved” 

 “I have special access needs at my home/businesses”  

 “My business can’t be accessed right now” 

 “You damaged <property>” 

 “I’m unhappy over the cost of this project” 

 “I’m unhappy over the timeline for this project”  

 “I’m unhappy over my water service being shut off” 

 “I’m unhappy in general about this road closure.”  
 
Still not sure?  
If you answer YES, to any of the questions below, it needs to be logged in MyCR:  
 

 Is documentation needed to ensure the City responded appropriately and 
promptly? 

 Does it involve damaged property, restitution, payment, or other verdicts that 
need to be documented? 

 Did our response contain information on a timeline, access concern, utility issue, 
or other topic that should be preserved for documentation? 

 
Use your best judgement on figuring out which calls to enter and if you are not quite 
sure, it probably is best in these cases to enter them into the system.   
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Press Releases 
Purpose: Distributed to the media (not necessarily to stakeholders or residents) and are 
only effective when the media stations air the information. Used most often for traffic 
alerts that impact the general traveling public (not necessarily residential 
neighborhoods). Also used to announce when large projects begin, share updates on 
major projects, announce open houses for the entire community (not specific 
neighborhood), etc. The Traffic inbox primarily sends most traffic-related press releases. 
Press releases should not be used to try and alert specific neighborhoods or residential 
streets of impacts. Direct communication such as door tags or door-to-door should be 
explored for direct notification.  
 

1. For a press release announcing when a large project will begin, the Construction 
Project Manager (CPM) and Project Manager shall gather all relevant information 
regarding the project including: 

a. Overview of project including: 
i. Why it is occurring 
ii. Benefits of project/work  
iii. Anticipated impacts to residents (traffic, property, etc.) 

b. Timeline of work, when possible. Timeframes must be reasonable and 
accurate as possible.  

c. Other helpful info: 
i. Safety reminders 
ii. Methods to give feedback 
iii. Methodology/strategy of work 
iv. Link to more details on website  

 
2. The CPM shall send all of the above information along with the complete project 

name and project number to the Public Services Communication Specialist. 
 

3. The Public Services Communication Specialist will help draft the text for the 
press release, and will issue the first announcement press release of a major 
project starting.  
 

4. For a press release notifying the public of major traffic control changes on a 
construction project already underway and announced, the CPM shall gather all 
relevant information from the Contractor including: 

a. Type of impact – i.e. full road closure, lane closure, lane reduction, lane 
shift, etc. 

i. If a lane closure or reduction, traffic traveling in which direction will 
be affected 

b. Beginning and end points of impact – closest intersecting streets for both 
c. Traffic control measure – detour or flaggers 
d. Timeline for completion 

 
5. The CPM shall send all of the above information along with the complete project 

name and project number to the Construction Engineering Administrative 
Assistant, traffic@cedar-rapids.org, and the Public Services Communication 
Specialist. 

mailto:traffic@cedar-rapids.org
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6. The Public Services Communication Specialist will help draft the text for the 

press release as needed, to ensure all relevant project background is included 
for context. Upon approval of the text, the Traffic Administrative Assistant will 
issue the press release. 
 

Electronic Newsletters 
Purpose: To keep residents, businesses, and other stakeholders informed once the 
project begins. The newsletters communicate work taking place, impacts, and what 
residents can expect to see next – providing more immediate notification and more 
specific details. Used most often for CIP and PFP projects that are larger in scale. 
Newsletters are archived online and any resident can sign up to receive them. 
 
Which projects gets newsletters: high impact to neighborhood; high volume of traffic; 
proximity to schools / churches; complex staging or traffic control; large number of 
engaged residents during design phase; located in key districts (NewBo, Downtown, 
Czech Village, MedQuarter) 
 
Who receives newsletters: project recipient list (email lists are collected during the 
public outreach phase via direct mailings, open houses, etc.); stakeholders such as 
Downtown District, MedQ, MainStreet, CR School District, etc.; City Council; internal 
staff / consultant team 
 
When are newsletters sent: issued approximately 2x per month and as needed if 
something needs to be communicated ASAP 
 

1. Newsletters shall include:  
a. Summary of work taking place, where, and for how long (timeframes must 

be reasonable and accurate as possible) 
b. Anticipated impacts to residents 

i. Road closures, detours, lane reductions 
ii. Driveway or sidewalk impacts 
iii. Other impacts (mail delivery, garbage and recycling pick-up, water 

shuts offs, etc.) 
c. Overview of project improvements 

i. Why project is occurring 
ii. Benefits of project/work 

d. Sidebars or footers: 
i. Contractor contact info 
ii. City Inspector contact info 
iii. Construction Project Manager contact info 
iv. Link to all the archive newsletters  
v.  “About the Project” that summarizes the work and the schedule, 

this runs as the footer of every project email  
 

2. The Project Manager shall work with the Construction Project Manager and 
Inspector to create a draft 1-3 paragraph project update. 

 

http://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/project_newsletters.php
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Refer to the Construction Update Checklist to ensure you are including all 
relevant information: Construction Update 
 
Refer to archives on the City website for examples 

 
3. The Project Manager shall send the draft to the Public Services Communication 

Specialist for review / edits. 
 

4. Upon approval, the Public Services Communication Specialist will send the final 
update and will post on the City’s website. 

 

Social Media (Next Door, Facebook, Twitter 
 
Purpose: Used most for announcements that pertain to the general public overall, not 
necessarily specific neighborhoods or corridors. Used often in conjunction with press 
releases. Also used for wide-spread advertisement for programs overall.  
 

1. Run by the City’s Communication Division, in coordination with City departments 
 

2. Include an announcement of the upcoming project, brief description of the 
improvements, and anticipated closures. 
 

3. Nextdoor is most often used for residential neighborhoods where an established 
online neighborhood already exists. 
 

4. Facebook and Twitter to be used for short courtesy notices on the start of 
construction projects that are on projects of high impact to the public. 

 
Council Communication 
Purpose: Weekly emails to City Council members that include a number of topics. Used 
to alert City Council to the start of a project that may generate questions or controversy. 
 

1. Run by the City’s Communication Division, in coordination with City departments. 
 

2. The text is typically 4 – 8 sentences that describes the project, the impacts, and 
the timeline. 
 

3. If a Council Communication if required for a project, the Project Manager will be 
contacted directly by the Communications Division. 

 

https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
http://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/project_newsletters.php

