PROJECT DEVELOPMENT PROCESS
FLOW CHART

1. Project
Selection

}

2. Public
Involvement

}

3. Design
(Plans, Specifications
& Estimates)

Y

4. Right-of-Way
Acquisition

}

5. Bid Advertisement
& Award

6. Construction

}

7. Project Closure

}

8. Project Evaluation

}

9. Warranty Review

On-Going




1. PROJECT SELECTION

Activities

1.1 Conduct warrant or
technical analysis/study

1.2 Identify deficiency(ies)

1.3 Determine project(s) required
to correct deficiency(ies) or need
1.4 Define preliminary project scope

1.5 Prepare planning level cost estimate

1.6 Propose project for inclusion

in TIP/CIP
1.7 TIP/CIP Review by Administration
PSRC Regional and Council
TIP Update 1.8 Update TIP/CIP
* Notify PSRC for inclusion in
‘ regional TIP
* Notify Planning Department for
inclusion of TIP/CIP in annual
Annual Comprehensive comprehensive plan update
Plan Update

1.9 Secure project funding
* City budget approval
* Grant application/award

Grant Application/Award




2. PUBLIC INVOLVEMENT

Activities

2.1 Identify stakeholders (see list)

* Press Releases 2.2 First meeting notice (send meeting
e Site Posting notice to all stakeholders)

* Door Hangers 2.3 First informational meeting

* Notice to Owners (following completion of survey,
hold an informational meeting to
describe project objectives and to
identify preliminary issues and
concerns)

2.4 Second meeting notice (send meeting
notice to all stakeholders)

2.5 Second public meeting (review 60%
plans with public)

2.6 Third meeting notice
2.7 Third public meeting (review 90%
plans with public for finalization)

2.8 Construction notice (notify residents
& businesses when construction will
begin, name of contractor and who to
contact during construction)

Periodic Updates 2.9 Periodic construction updates (as
needed)

‘ 2.10 Completion letter (letter to
residents & businesses informing
them that the project is completed

Completion Letter and thanking them)

2.11 Project opening event (optional)




3. DESIGN

Project Funding Secured

Consultant
Selection

Define Objectives

}

Define Project Organization

}

Define Scope & Deliverables

}

Initiate Design

- —

—

Studies/Investigations

Secure

P

(see 4)

Right-of-Way

Contract Plans

Permits

Specifications

Cost Estimates

Approval for Bids/Advertisement

Activities

3.1 Verify project funding

3.2 Define project objectives,
organization (i.e... team members),
scope & deliverables

3.3 Consultant selection
* Request for proposals
 Evaluation/selection process
* Contract negotiation
* City professional services
agreement
« WSDOT standard consultant
agreement
 Contract approval/award (vellow
Linda R. form)
3.4 Initiate project design (project
kickoff meeting recommended)

3.5 Conduct preliminary studies/investigations
(e.g... survey, geotechnical, transportation,
environmental (including wetland), other)

3.6 Prepare contract plans (AutoCad standards)
* 60% drawings, including peer review
* 90% drawings, including peer review
* Public Works Director Review
* 100% drawings, including peer review
* Value engineering (optional)

3.7 Utility coordination (water, sewer, storm,
gas, electrical, telephone, cable television)

3.8 Permits (e.g... environmental review,
shoreline, grading, hydraulic permit
application, site development, street use)

3.9 Prepare specifications (standardized format
& content where applicable)
* Contract documents
+ Standard specifications
* Amendments to standard specification
* General special provisions
* APWA amendments
 Special provisions
* Other items:
Prepare engineers DBE/EEO
requirements/wage rates
* Peer Review
3.10 Cost estimates
3.11 Review (WSDOT) for approval to bid



4. RIGHT-OF-WAY

WSDOT Approval
Acquisition
Procedures

Activities

4.1 Determine if right-of-way is required

4.2 Request WSDOT approval of Right-of-way
acquisition procedures (see LAG Manual
25.2 for submittal requirements)

4.3 WSDOT approval of acquisition
procedures

4.4 Prepare Right-of-way acquisition plan
* Cost estimate
* Right-of-way plan
* Relocation plan
* Project assurances statement

Title Search

Condemnation
Procedures

. A S Oktqin quthorization to obtain
Public Works {-of-way
Department
Project (SR
Management
Handbook tract for appraisal services
orm appraisal
—lew appraisal

4.9 Conduct title search (i.e... obtain
title reports)

4.10 Acquire right-of-way (see LAG
manual appendix 25.88)

4.11 Initiate condemnation
procedures (as required)

4.12 Certify that right-of-way has
been acquired


eaz
Text Box
Public Works Department Project Management Handbook


5. BID ADVERTISEMENT

Activities

5.1 Verify that funding is available
for construction

5.2 Bid advertisement reviewed &
approved by City Clerk

5.3 Advertise for bid (Daily Journal
of Commerce)

5.4 Bid opening
5.5 Bid evaluation & recommendation

5.6 Prepare Agenda Bill
recommending contract award

5.7 Contract award by City Council

5.8 Send condition of award letter to
contractor

5.9 Submit contract award data to

5.10 Contractor submits executed contract and
required items (e.g... bonds, insurance,
business license, DBE certification,
certification of Federal Aid Contract, etc.)

5.11 Contract approved & executed by Mayor

5.12 Executed contract distributed (copies to
City Clerk, Contractor and Public Works
Engineering)



Project Management Plan
Initiation

* Organizational approach to the management
of ongoing activities.

» Identify and describe the project
development process required.

*  This program had management support.

* Implemented in October 1997.



6. CONSTRUCTION

Activities

6.1 Contractor submits:
* Cost loaded schedule
» Haul route
* Traffic control plan

« Statement of intent to pay prevailing wages

6.2 Notice of pre-construction meeting sent

6.3 Pre-construction meeting
» Agenda outline
* Notice to proceed
* Pre-construction notes

6.4 Initiate project construction &
administration

Daily Inspection

Reports

o “As-Built”
Records

e Communication
Records

L

Notice of
Substantial
Completion

6.5 Provide notice of physical
completion (letter to Contractor,
LAG manual 52.81)



7. PROJECT CLOSURE

Physical Completion

}

Compare Preliminary &
Final Quantities

{

Final
Pay Estimate
Final Final Records
Contract ‘
Voucher
Certificate Record of
Material Samples
& Tests

{

“As-Built” Plans
Completed

{

Affidavit of
Wages Paid

}

Affidavit of
Amount Paid to
DBE Participants

}

Project Acceptance

}

Notice of Completion of
Public Works Contract

Activities

7.1 Request sent to WSDOT for final
inspection within 15 days from
physical completion (LAG 57.82)

7.2 Compare preliminary & final quantities
7.3 Prepare final pay estimate for Contractor

7.4 Finalize project reports & records
* Field books / Diaries
* Inspector’s record of field tests
* Invoices
» Weight bills / Quantity tickets
* Truck measurements
* Receiving reports
* Field office ledgers
* Mass diagrams / Cross sections
» Computer listings
* Work profiles
* Photographs / video tapes before, during & after
construction
* Record of materials samples & tests
 Affidavit of wages paid
* Contractor to mail Form LI-263-83 to L&I
releasing City of Issaquah from any more
obligations
7.5 Contractor to submit final contract voucher
certificate
7.6 Complete project data sheet - Send to WSDOT
» Materials certification
» Affidavit of amounts paid to DBE participants
* Letter of acceptance to Contractor
» Comparison of Engineer’s estimate vs. final
quantities

7.7 Prepare Agenda Bill recommending acceptance
7.8 Council accepts project

* Notice of Council action (City Clerk)

» Warranty notice letter

7.9 Financial & completion audit preparation

7.10 Issue Notice of Completion of Public Works
Contract (sent to Dept. of Revenue)

7.11 Release retention



8. PROJECT EVALUATION

Activities

8.1 Confirm the project’s goals &
objectives

8.2 Establish performance or
evaluation criteria

8.3 Define Participants
* Project team
» Contractor(s)
» Design consultant
* Operations
* Public
* Others
8.4 Identify “well-dones”

8.5 Opportunities to improve
8.6 Lessons learned

8.7 Action plan to improve
performance

8.8 Recognize and reward
performance

“Lessons Learned”



9. WARRANTY REVIEW

Activities

9.1 One year warranty period begins
from the date of project acceptance

9.2 Set up tickler file for warrant
period reviews and O&M
requirements

9.3 Conduct inspection 45 days prior to
end of warranty period (establish

R final inspection team, i.e.. engineer,

Review O&M inspector, operations)

Manuals

9.4 Notify contractor of required
repairs

Complete
Repairs 9.5 Reinspect repairs and notify
‘ contractor as required
Reinspection

9.6 Write letter releasing maintenance
warranty bonds



PROJECT MANAGEMENT
HANDBOOK

Public Works Department

City of Issaquah
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