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0.0 Introduction

0.1 Purpose of the Manual

The City of Columbia’s Capital Improvement Program {CIP) is a multi-year plan for capital
investments in the City’s infrastructure, facilities, and equipment. It is designed to address the
challenges of supporting future infrastructure needs, while also addressing the City’s current
facility requirements. It includes items such as roads, bridges, sidewalks, public utilities,

drainage projects, recreational facilities, building, and equipment.

A CIP is important because it connects city development, comprehensive plans and financial
plans. Projects within the CIP are intended to reflect the community’s values and goals, and also

the overall policy goals of the City Council, including existing city-wide long range plans.
Columbia’s City Charter provides policy to follow in developing a CIP:

“The City Manager shall also secure an estimate of all capital projects pending and those
which it is recommended should be undertaken (o) within the budget year, and (b) within
the next five (5) succeeding years. In preparing the budget, the City Manager shall

review and may revise the estimates, as the manager may deem necessary.”
Article 5. Section 35.

The City of Columbia’s master plans are the basis for the CIP. Columbia has several master plans
designed to reflect the long-term needs and goals of each department. These plans are
formulated to establish long term development plans that reflect Council policies. These long
term plans are periodically revised and updated to reflect the City’s changing needs. The CIP is

meant to contain capital projects that fulfill these long-term needs and goals.

Capital projects occur in each of Columbia’s five utilities: water, electric, solid waste, sewer, and

stormwater. Every Utility will meet with the City Manager in February of each year to review
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the CIP and discuss various projects. This meeting doesn’t set the CIP, as it is a working

document until the draft budget document is presented to the City Councit for their approval.

Typically, engineers are assigned to be the Project Manager of these capital projects. Capital
projects have varying requirements based on the type of work performed, dollar amount of the
project, use of contractors or force account labor, and other factors. The purpose of the Capital
Improvement Project (CIP) Process Manual is to document the procedures involved to guide
Project Managers through the entirety of the capital projects process. This manual describes in
broad terms the project management process for all projects, and the details of management

roles and responsibilities of staff involved with projects.

The goals of this Manua! are as follows:

e Formalize the planning, executing, monitoring and controlling of a City Utilities Capital

Improvement Project.

* Provide instruction, reference and guidance for City Utilities staff that outlines the
process a capital improvement project goes through from the initial planning phase to

completion.
022 Overview - lectric Uty Capital Projecs
Planning

The Capital Improvements Plan (CIP) Budget is updated annually. The CIP is a multi-year plan
for capital expansion and replacement of aging facilities and infrastructure. As part of CIP
preparation, the electric system is evaluated for adequacy and replacement requirements. The
engineering staff of the electric utility develops recommendations for the CIP after consultation
with the electric distribution and electric production staff. These recommendations then go
through a review process that includes the Utilities Director, the City Manager, the Columbia

Water & Light Advisory Board (a citizen advisory board), and finally the Columbia City Council.

Various evaluation tools are utilized to make the recommendations outlined in the annual CIP.

This includes evaluation of circuit loading after system peak; evaluation of customer growth
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patterns; communication with inter-connected systems; and, evaluation of the need to upgrade

lower voltage lines and/or replace older lines due to a history of faults.

In addition, an active preventive maintenance program is in place that can identify problem
areas that may require moving funds from CIP to the Operations and Maintenance budget. This

includes:

o Farmal monthly inspections of electric substations.

* Periodic oil testing of distribution transformers and other major equipment.
s Infra-red scans of electric substations every six months.

¢ Infra-red scans of transformers at large industrial customers annually.

¢ Eleven tree-trimming crews to maintain clearances on overhead lines.

Funding

Funding for the electric CIP program is a combination of revenue bonds and enterprise revenue.
This will vary based on the size and timing of projects. The electric CIP is a combination of
annual projects and individually identified projects. The electric system is required to extend
feeder circuits to serve proposed developments. Because of this, the electric distribution
system expansion tends to be more reactionary to growth and more funding is allocated to
annual projects rather than to specifically identified projects. Long-range planning for the
expansion of the electrical distribution system is inherently more difficult to conduct due to the
outside influences that drive system growth. Due to these influences, master planning of
individual capital projects has typically not been conducted for the electrical distribution
system. Long-range planning efforts currently being utilized include load forecasting, modeling

of the electrical transmission and distribution systems to analyze power flow and loading.

At the beginning of each fiscal year, Finance will appropriate funds that were identified and
approved by the City Council, in the budget documents for the various capital projects. This is
generally done in mid to late October. If capital projects have a funding source from bond
funds that were approved in a ballot issue, Finance will only appropriate those funds to the

project if there is cash remaining from the bond sale. Otherwise, those funds identified in the
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budget document will not be appropriated until the cash is available, which will occur when

Finance sells the remaining bond authority.

0.3 Overview - Sewer Utility Capital Projects
Planning

The Capital Improvements Plan (CIP) Budget is updated annually. The CIP is a multi-year plan or
expansion, rehabilitation and replacement of sanitary sewer collection and treatment facilities.
As part of preparing the CIP, the sanitary sewer collection and treatment facilities are evaluated
for adequacy and replacement requirements. The City Utilities Director and Sewer Utility staff
develop recommendations for the CIP. These recommendations are then reviewed by the City

Manager and the Columbia City Council.

Various evaluation tools are utilized to make the recommendations outlined in the annual CIP.
These include petitions requesting private common collector elimination and sewer district
projects, the Integrated Management Plan, modeling the sanitary sewer collection system to
evaluate existing system capacity; the impact of proposed development and determination of
when collection system improvements are necessary; evaluation of customer growth patterns;
communication with the Boone County Regional Sewer District regarding inter-connected
systems, and the evaluation of the Columbia Regional Wastewater Treatment Plant facility

needs.

In addition, an active preventive maintenance program is in place that can identify problem
areas that may require moving funds from CIP to the Operations and Maintenance budget. This

includes:

» Annual inspection of trunk sewers along major creeks to identify any creek bank erosion
problems that could affect the sanitary sewer collection system.

* Manhole inspection program to identify sewer manholes that need to be repaired or
replaced.

» Internal television inspection of sanitary sewers to identify lines that need to be

rehabilitated or replaced.



In 2018, the City Council adopted the Integrated Management Plan {IMP) for the Sewer and
Stormwater Utilities. The goal of the IMP is to develop an adaptable and affordable long-term
plan that addresses the City’'s wastewater and stormwater management needs and meets Clean
Water Act requirements. Sewer Utility staff will begin the implementation of the
recommendations presented in the IMP and utilize these recommendations to inform future

Sewer Utility CIP budgets.

Funding

Funding for the sanitary sewer utility CIP program is a combination of revenue bonds and

enterprise revenue.

In FY 2013, Columbia voters approved a $32 million ballot issue for the primary purpose of
rehabilitating the existing sewer collection system to address inflow and infiltration. This ballot
issue also included funding for elimination of private common collector sewers, sewer
extension improvements and digester improvements at the Columbia Wastewater Treatment

Plant.

At the beginning of each fiscal year, Finance will appropriate funds that were identified and
approved by the City Council, in the budget documents for the various capital projects. This is
generally done in mid to late October. If capital projects have a funding source from bond
funds that were approved in a ballot issue, Finance will only appropriate those funds to the
project if there is cash remaining from the bond sale. Otherwise, those funds identified in the
budget document will not be appropriated until the cash is available, which will occur when

Finance sells the remaining bond authority.
0.4 Overview — Solid Waste Utility Capi-tal Projects:
Planning

The multi-year Capital Improvement Plan (CIP) budget is updated annually. Collections,
Recovery and Disposal functions of the utility require facility expansions periodically to account
for collections, administrative, material recovery and disposal space needs as well as regulatory

compliance requirements. Evaluation for CIP needs is influenced by the quantity of material



collected for disposal and recovery, the volume of space available for disposal, the age and

condition of existing facilities.

The Solid Waste Management Master Visioning Plan was developed in summer 2008 to outline
a direction for the future. The plan was updated in 2011 and again in 2015. The visioning plan
includes types of collection, equipment, landfill and material recovery programs. A cost of
service study was conducted in 2014-2015 to determine rates required to sustain and expand
the utility as the City grows and industry standards and regulations evolve. A new cost of

service study is planned for 2020-2021.

Bioreactor Landfill Cell #6 was completed in December of 2018 and is the last disposal cell that
can be constructed within the permitted airspace. The existing permitted landfill disposal area
is anticipated to reach capacity between 2026 and 2031. A Landfill Site Master Plan has been

completed and was adopted by Council in April 2018. This master plan identifies how the City's

Landfill property can be utilized for future disposal purposes. In October 2018, the utility began
the multi-year regulatory process of permitting additional landfill space on the current

Columbia Landfill property.

The utility plans to propose additional recycling drop off sites, in an effort to keep pace with the
growing use of existing sites. Additionally, a comprehensive evaluation of the utilities’ recycling

and waste diversion programs is planned for 2020-2021.

Due to substantial growth in Solid Waste operations over the past 45 years, the Administration
and Collections staff and equipment was relocated to the Landfill in 2017, with the continued

expansion of the facilities to better meet the demands of the utility.

Funding

Funding is primarily derived from enterprise revenue. In addition, since the early 1990’s the City
has taken advantage of available grant funding to expand recovery efforts (recycling,

composting, waste minimization).
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0.5 Overview — Stormwater Utility Capital Projects
Planning

The Capital Improvement Plan (CIP) Budget is updated annually. The CiP is a plan for the
reconstruction, replacement and upgrade of existing infrastructure to address flooding and
failing stormwater conveyance facilities. As part of preparing the CIP, stormwater systems are
evaluated for adequacy and replacement requirements. Staff develops recommendations for
the CIP based on review of citizen’s complaints and consultation with operations staff. These
recommendations then go through a review process that includes the Director of City Utilities,

the City Manager, and finally the Columbia City Council.

Various tools are utilized to make recommendations outlined in the annual CIP. These include
review of communications with citizens, and analysis of needs for upgrading undersized
infrastructure and/or replacing older pipes due to a history of stormwater problems or
deterioration of the facilities. CIP projects are prioritized based on their flooding impact and
associated risk and safety of life and property including the erosive impact to structures and

infrastructure.

In 2018, the City Council adopted the Integrated Management Plan (IMP) for the Sewer and
Stormwater Utilities. The goal of the IMP is to develop an adaptable and affordable long-term
plan that addresses the City's wastewater and stormwater management needs and meets Clean
Water Act requirements. Stormwater Utility staff will begin the implementation of the
recommendations presented in the IMP and utilize these recommendations to inform future

Stormwater Utility CIP budgets.

Funding

Funding for the stormwater CIP program is by enterprise revenue approved by voters in 1991. A
ballot issue was approved by voters in the April 2015 election to increase the Stormwater Utility

rate. Any future Stormwater Utility rate increases must be approved by the voters.
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0.6 Overview — Water Utility Capital Projects
Planning

The Water Engineering Division annually updates the Capital Improvement Plan (CIP) as part of
the City’s budgeting process. The actual development of the CIP is a continuous process that

considers the following:
¢ The need for additional system capacity and reliability.
* The frequency and costs of recurring repairs and maintenance of system assets.
* The need for replacement and modernization of system assets.
« Coordination with projects driven by private development and other city projects.
» Updates needed to maintain regulatory compliance.
» City Council directives.

Near the beginning of each fiscal year, the Engineering Division begins preparing a list of
projects for inclusion in the CIP for the next budget cycle. The Engineering Division uses many

methods and tools to evaluate the water system for needed capital improvements, including:
* Evaluation of system models.
* Demand forecasting.
* Long range planning studies.
e Evaluation of maintenance records and outage reports.
o Discussions with distribution and production personnel.
* Review of regulatory changes

The Water CIP is a combination of annual and individually identified projects. Because much of
the water distribution system’s expansion is funded and constructed by private development,

new water main projects are typically identified to increase system capacity, address low fire
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flow issues, and close loops in the distribution system to increase reliability. Long-range
planning studies are generally conducted on a five-year cycle, These studies include demand
forecasting and identifying customer growth patterns, hydraulic modeling analysis to identify
areas abnormal operating pressures and low flows, and the identification of major capital
projects needed to increase system capacity and reliability over a 20-year planning horizon.
Water main replacement projects are identified using Geographical Information System (GIS)
based heat maps that identify areas with a high rate of break history and calculate the break
frequency all water mains in the distribution system. These GIS databases used for this analysis
are currently being enhanced to include ratings for pipe criticality and consequence of failure to
further enhance this planning tool. Discussions are conducted with water distribution &
production staff to identify projects needed to eliminate areas that require continuous
maintenance, enhance system reliability, and address needed technological upgrades. Water
CIP projects are also identified to install or relocate water distribution facilities in conjunction
other City capital projects or private developments. Water CIP projects are also identified to
address regulatory compliance issues identified during Missouri Department of Natural
Resources (DNR) audits that are conducted on a three-year cycle or by operations staff.

Changes in regulations and directives by City Council can also cause projects to he added.

Funding

Funding for the water CIP program is a combination of revenue bonds and enterprise revenue.
This will vary based on the size and timing of projects. The last multi-year revenue bond was

passed by voters in 2019.

At the beginning of each fiscal year, Finance will appropriate funds that were identified and
approved by the City Council, in the budget documents for the various capital projects. This is
generally done in mid to late October. If capital projects have a funding source from bond
funds that were approved in a ballot issue, Finance will only appropriate those funds to the
project if there is cash remaining from the bond sale. Otherwise, those funds identified in the
budget document will not be appropriated until the cash is available, which will occur when

Finance sells the remaining bond authaority.



0.7 Capital Improvement Project Checklist

O Memo to Study {Petition Projects Only)

O Preliminary Design
(] Survey
[C] Preliminary Design
[] Cost Estimate
O Coordination with Maintenance/Utilities/Departments
UJ If utilizing federal, state or lecal grant monies contact Finance

Ol Interested Parties (IP) Meeting
U1 Schedule meeting through Public Information Specialist
O Notify Interested Parties by telephone or in person and by mail
] Prepare meeting materials (See templates)
{1 Create project Contact Log

O Public Hearing
[ Incorporate comments received at IP meeting and finalize preliminary design
[ Estabtish Resolution Estimate {(should include all relevant costs)
O Provide Memo and Diagram to Supervisor
O Motify Interested Parties by telephane or in person and by mail of PH date once set {after Council
approves Resolution)
[1 Include council memos and diagrams with letter
O Provide Updated Contact Log to Supervisor

(1 Easement Acquisition
LI Determine necessary easements
[J Review proposed easements with Senior Compliance Inspector
O Describe easements
[ Send to City Surveyor for Approval
[ Prepare Easement Acquisition Memo for Easements to be acquired {not raquired for easements
to be donated.)
L1 Send to Property Acquisition Coordinator once Ordinance to Acguire has been executed.

[ Bid Call Ordinance
{1 Prepare Bid Call Memo for Council

[] Final Design
[ Finalize plans and technical specifications
(1 Update cost estimate
(] Constructability Review
[1 Supervisor Review
O Division Manager Review
(1 Sealed Plans
[ Director Approval
(1 Provide Engineering Tech Sealed Plans to scan, map

xv



XVi

[ Bidding and Award (Bid through Purchasing)

[J Submit sealed plans, technical specs and reports, bid items, cost estimate and bid call ordinance
to Purchasing

[ Schedule Pre-Bid Meeting, if needed

O Send responses to Purchasing for questions submitted by bidders.

(I Review Bids and approve Contractor.

O Check in with Purchasing regarding status of contracts.

Ol Enter in PO requisition with Senior ASA once contract is in place.

U] Bidding and Award {Term & Supply)

[ Schedule Pre-Bid Meeting, if needed

[] Obtain a proposal for the work from the Contractor

[1] Complete a PO Request Form and obtain all signatures

(] Enter in PO requisition with Senior ASA

] Submit executed PO Request form and bid call ordinance to Purchasing

[0 Construction

[ Schedule Pre-Construction Meeting

(] Receive Notice to Praceed from Purchasing

U1 Notify affected property owners {doer hangers, email, etc.)
(1 Set up initial pay estimate

[ Monthly Pay Estimates

O Inspector verifies monthly quantities with Contractor and prepares pay estimate

(1 Review submitted pay estimate for accuracy, both total quantities to date and current estimate
guantities

(1 Prepare request for contract payment and cover sheet

[ Obtain required signatures on payment form and pay estimate from the Division Manager and
Director

1 Scan a copy of the signed documentation and save to project folder

(1 submit a signed copy to SR ASA for receiving on Purchase Order

1 Inspections

(1 Pre-final inspection Letter

L1 CCTV inspection (Sewer and Stormwater Only)
I Testing

O Final Inspection Letter

[ As-Built Survey

[] Project Closeout

[ Prepare final change order and final pay estimate

[ verify Purchasing has received all final documentation

LI Ensure all inspections have been performed and passed.

(] Prepare final Acceptance Letter

LI Issue final payment. See monthly pay estimates checklist above.

L] Notify property owners of completion and warranty date (1 year from Date of Final Acceptance)
[] Warranty Period Inspection {Perform 9-10 months after project acceptance date)

(] Netify Finance that a project is ready to be capitalized.



1.0 Public Improvement Process

*Refer to City of Columbia Code of Ordinance Chapter 22 Article 11l Division 3 for most up to daote
process.

11 'Guideli'n_es for Following Public Improvement Process |

Per Columbia Code of Ordinance Section 2-459, the purchasing agent has the authority to bid
competitively certain projects without following the Public Improvement Process. However,
these are very specific cases and must be authorized by the Director. Otherwise, the Public

Improvement Process must be followed as outlined below and in the Process Manual.

1.2. No Public Improvement Process.

The Director must approve this category for use. Please note that the Law Department
currently defines ordinary maintenance as repairing or replacing something that is already in
place with the same size and/or type. Any improvement, i.e. larger pipe, additional equipment,
different location, may be required to follow the public improvement process, except as

outlined in Code of Ordinance Section 2-459,

When competitively bidding through the purchasing agent without City Council approval, the

Project Manager must complete the following:

1. When preparing to execute the construction contract through Purchasing, complete the
"Authority for Public Improvement Contract" form (Section 14.0 Appendix), by placing
an "X" in the first box titled “Ordinary maintenance of public improvement”, identify the

project name and obtain the Director’s signature.

2. Forward the completed Authority for Public Improvement Contract form to Purchasing
so they can attach it to the contract. Law Department will not sign a contract if the form

is not attached.

3. Complete Bidding, Construction, Inspections, Pay Estimates and Project Closeout as

outlined in this Process Manual.



1.3 Administrative Public Improvement Process

The Director must approve this category for use. Eligible projects as outlined in Code of

Ordinance Section 22-72a.

1. Complete the "Administrative Public Improvement Project" form (Section 14.0
Appendix), identify the project name and obtain the Director and City Manager

signatures.

2. An IP meeting will be required unless the Director approves otherwise. Follow the IP

section in this Process Manual.

3. Areport to Council will need to be prepared with information about the project. Format

the report similar to a Public Hearing Memo. No council action is needed on the report.

4. After council meeting, complete the "Authority for Public Improvement Contract" form
(Section 14.0 Appendix), by placing an "X" in the 4th box titled “Administrative Public

Improvement Process” and write in the date the report went to Council.

5. Forward the completed Authority for Public Improvement Contract form to Purchasing
so they can attach it to the contract. Law Department will not sign the contract

until after the council meeting.

6. Complete Bidding, Construction, Inspections, Pay Estimates and Project Closeout as

outlined in this Process Manual,
1.4 Standard Public Improvement Process
All public improvements as outlined in Code of Ordinance Section 22-71)
1. An IP meeting will be required unless the Director approves otherwise.
2. Follow the process as outlined in Code of Ordinance Section 22-71 as necessary.

3. Complete the "Authority for Public Improvement Contract” form by placing an "X" in the
5th box titled “Standard Public Improvement Process”, identify the Bid call ordinance #

and the date the ordinance was passed by Council.



Forward the Authority for Public Improvement Contract form to Purchasing so they can

attach it to the contract.

Complete Bidding, Construction, Inspections, Pay Estimates and Project Closeout as

outlined in this Process Manual.



2.0 Initiation Phase

2.1 Memo to Study — Petition Projects Only -

The initial phase called ‘Memo to Study’ is the formal process of requesting permission from
City Council to authorize staff to proceed with a preliminary design of a petition project. This
preliminary design allows staff to determine the feasibility and costs associated with the

petition project. Sewer is currently the only utility that has petition projects.

22 CapitalImprovement Projects . ..
Once funding for the project has been appropriated by City Council, usually during the budget
process, the Engineering Supervisor should assign a Project Manager/Engineer. During the
budget process, the Finance Department should have established a MUNIS project number to
track all the expenses for the project. The Project Manager establishes the project folder in the
appropriate network location to keep all necessary records for the project, If staff time will be
tracked on the project, then the appropriate timekeeping codes should be set up through the

Division Manager. The appropriate process should be determined and approved at this time:

Standard, Administrative or no public improvement process.



3.0 Preliminary Design

3.1 Survey R
City Ordinance 15992; Council Bill B129-99 establishes procedures and guidelines for
procurement of architectural, engineering and land surveying services. Further references can

be found on the intranet here. (Search for Pre-Qualified Consultants).

When ordering a survey, through City Surveyor or a contracted surveyor, include the following
information to ensure the survey crew in the field collects all pertinent features. This is not an
, exhaustive list and the Project Engineer will need to use their best judgement when ordering

survey,

¢ Boundary Survey Limits

e Topographic Survey Limits

¢ Building footprints

¢ Retaining walls

e Trees and shrubs (caliper of tree if necessary)

s Sidewalks

e Utilities (MO-1 Call, 1-800-344-7483)

* Roadway features (curb, gutter, stormwater inlets, etc.)

e Tops and flow lines of sewer and stormwater infrastructure

* Streams, creeks, waterways, etc.

*For City surveys, complete the Survey Request Form. See Section 14.0 Appendix for sample

document.
Other items that may need to be included in the surveyor’s scope of services include:

¢ Private sewer lateral locates,
e Easement descriptions and exhibits signed and sealed by a Professional Land Surveyor, and

e Title reports from a title company to identify existing easements by separate documents.



3.2 Preliminary Design o - | : . ]
At the preliminary design phase, there are still many unknowns about the design of the project.
Below is a list of things to take into consideration when preparing a preliminary design. The

following list is not exhaustive and the Project Engineer will need to use their best judgement

when designing the project.

e Project access point(s) and laydown areas

e Permanent and temporary easement sizes and locations
e Input from the interested parties and/or property owners
e Constructability of the project

e Trees to be removed and trees to remain

e Ground elevations (underground pipe)

e Existing infrastructure the new design will tie into

e Other utilities” infrastructure effected by the project

* Maintaining utility services to existing customers

e Number of proposed structures and linear feet of system

¢ Determine if bypass pumping will be needed

Once a preliminary design is completed, utilize the unit cost spreadsheet to estimate the cost of

the project. This estimate will be updated continuously as the design of the project is finalized.

See attached example of term & supply spreadsheet,
Things to consider and/or include in your cost estimate:

e Construction cost with 3% inflation (+3 years)

e 20% contingency for any unexpected issues

e Easement costs for non-donated easements that are required

¢ Easement description and exhibit costs associated with acquisition

¢ Survey costs



3.4 C'o'ord'ihat'i_on_ with I\__/laintenance/UtiIities/Departments |

Throughout the design phase of the projec‘s, it is important for the Project Engineer to
coordinate with other utility departments that have services at the project location. Whenever
there is a conflict between utilities on the new design, the Project Engineer needs to wark
through solutions with the applicable utility department. Utilize the employee directory to find
appropriate contact information for different divisions.
}35 GrantFundmg .

It is the intent of the City of Columbia to actively pursue all available grants which are cost
éffective. As a result, the City of Columbia, MO applies for and receives thousands of dollars
from federal, state and local grant agencies. Typically, each grant has a unique application
process, reporting requirement(s), payment/reimbursement process, and compliance
requirement(s). The Finance Department develops and maintains procedures relating to grant
necessary to properly coordinate grant information. For specific requirements and
specifications on applying and utilizing grant funding for a CIP Project, the Project Engineer
should contact the Finance Department. For grant related forms and procedures, see the

Document Directory section found on the City’s intranet here.

(An example of a grant checklist can be found in Section 14.0 Appendix.)



4.0 Interested Parties (IP} Meeting

Once a preliminary concept is completed, an Interested Parties (IP) meeting can be scheduled.,
This is an informal meeting for property owners, residents, and businesses that could be affected
by the construction project (plus any other stakeholders) to view preliminary project concepts
and provide input. The Interested Parties (IP) meeting and associated process shall adhere to

Code of Ordinances Section 22-71(a). In instances where Code of Ordinances Section 22-73

applies, the Project Engineer shall receive written permission from the Director to forgo the

interested parties meeting.
The main objectives of the Interested Parties meeting are to:

e Present the concept plan and proposed timeline.
e Discuss how the affected properties will be impacted by the project.
e Ask for input from stakeholders, including any special concerns, scheduling

needs or access needs during construction.

41 Planning forthe P Meecing

The affected and adjacent properties are identified through the parcel information that is
housed in the City’s GIS mapping system. Property owners and their contact information is

captured using ArcGIS software and can be exported to an Excel spreadsheet.

A B C E - F G H 1
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COLUMBIA COLLESE 1801 ROGERS ST 'COLUMAIA MO 65216 0 N #04-708 SEVENTH
ESTES AMANDA & EVA.BROADUS B 2 E WORLEY ST . L COLUMBIA | MO, 5202 315 - - M " FIFTH 8T
HINSHAW FAMILY PARTNERSHIP _ LP PO RO 194 COLUMBIA MO 65205 414 N FIFTH 5T E
HINSHAW FAMILY PARTNERSHIP P - PO BOX 194 : __COLUMBIA Mo 65205 513 N FIFTH 8T

The project manager should coordinate with their Supervisor and the Utility Department Public
Information Specialist, as well as the City Calendar, to set a date and location for the IP
Meeting. IP meetings are often held in one of the first floor meeting rooms at City Hall, but
can also be held at convenient locations on or near the project site if desired. The Public

Information Specialist or someone with the Community Relations division can assist with



reserving the meeting room and ensure the meeting notification is on the Official Meetings
Calendar on the City’s website. The project manager should send a calendar invitation of the IP

meeting to their supervisor, the Division Manager and the Director for their information.

After receiving project information from the project Engineer, the Utility Department Public
Information Specialist will create a project page on the “BeHeard” section of the City of
Columbia website (https://beheard.como.gov/), and draft a press release with the relevant
information. Press Release Example:

“The <UTILITY NAME> is holding an interested parties meeting on <DATE> from <TIME> in Conference
Room 1C of City Holl, 701 E. Broadway, to discuss the upcoming <PROJECT NAME> located at

<LOCATION>. Concepts will be available for public review and City staff will be present to answer
guestions.

The purpose of this meeting is to present the plan for <BRIEF DESCRIPTION OF PROJECT>, Construction is
anticipated to take place <ROUGH TIME FRAME> and is estimated at <SCOST>. Financing for this project
will be through <FUNDING SOURCE>,

<OTHER INFO TO EXPLAIN WHY THE NEED FOR THE PROJECT> : <"Private common collectors are major
sources of inflow and infiftration of stormwater into the sewer system. By replacing the outdated, private
sewer and connecting these properties into the publicly maointained sewer, the City can reduce the
occurrence of backups and overflows.”

The Contact Log is a record of any correspondence between interested parties and staff. This
can be in the form of an Excel spreadsheet that records the date the correspondence
happened, the name and contact info for the person, and what was discussed. This provides a
timeline showing interaction between the City and the public. Since the contact log is
published as an attachment with the public hearing Council memo, phone numbers and emails
should be kept separately. The Engineering Supervisor or manager should give approval prior
to sharing interested parties contact phone numbers or emails with anyone outside the City or

for a Council document. (See an example of a contact log in Section 14.0 Appendix).
4.3 Notification " -
The project manager should make every effort to contact adjacent and affected property

owners by phone or in person to notify them of the upcoming IP meeting. When not readily

available, owner’s contact information can be found using the utility billing data maintained by



Utility Customer Service. A Google Chat entitled “Utility Customer Info”, maintained by the
Utility Customer Service Mgr., has been established to obtain contact info for addresses or
parcels. The main purpose for speaking with the landowners is to make sure contact is made
early in the process to help prevent misunderstandings by the public that could cause problems
later in the process. City Code of Ordinances requires staff to contact affected property owners

by phone or in person about the scheduled IP meeting.

A letter should be sent out to property owners or interested parties whose properties,
businesses or interests could be impacted by the project. Letters should be mailed
approximately two weeks prior to the date of the IP meeting. (An example of the notification

letter can be found in Section 14.0 Appendix).

One week prior to the IP meeting, door hangers can be delivered to the businesses and/or
residences in the vicinity of the project. (Door hangers are not required, but are tangible

evidence that we attempted to contact affected properties in person.)

If using a door hanger, it should include the date, the contact information for the utility, and
any other specific contacts, for example the project manager name and direct phone line and

email.

(An example of a door hanger can be found in Section 14.0 Appendix).

The following items should be prepared prior to the IP meeting date and provided at the

meeting: sign-in sheet, informational handout/meeting agenda, and comment forms.

Directional signs may be needed to direct attendees to the correct room. In addition, a large
format project graphic/map of the project location is important as a visual aid. A checklist is
provided in the next section. (An example of meeting templates can be found in Section 14.0

Appendix.)

The Engineer should prepare a Power Point-style presentation to be given during the IP
Meeting. The presentation should provide background information and make the case why the

improvement is needed, walk through the current and future project steps/milestones, give

10



some information about the design concepts, spell out City and owner responsibilities, discuss
the property impacts the residents and property owners can expect, and finally, state the

anticipated project timeline,

24.5'T:ips fora _Sutééssful IP Mé_eti_ng
On the day of the IP Meeting, the following checklist should be followed:

® Arrive early
e Bring items such as:
o Sign-in Sheet
o Comment forms _
o Informational handout/meeting agenda
o Directional signs to help people find their way to the meeting
o Large format project graphics/maps
o Easels
¢ Pens/Pencils for comments
c Business cards
o City Identification and fob to access city buildings
® Power Point-style Presentation
o Laptop, projector and screen (if providing own)
¢ Ensure the Power Point file is saved on laptop, or in a drive that can be
accessed by the PC in the meeting room.
e Setup the large displays {project graphics, maps, etc.)
e Be sure that everyone that attends signs in on the sheet
e Introduce all City staff present
® Give the presentation which discusses the purpose of the project and timeline
and City process. Ask for questions or comments. Direct attendees to the
available comment forms,
* Be kind, patient and positive — this is an improvement process — What is the City

improving?

11



4.6 Utility 'Coordination'
Around the time of the IP Meeting, send an email to the utilities expected to have facilities in

the project area, and attach a concept plan. Sample language follows:

Dear Utility Representatives,

The City of Columbia Sewer and Stormwater Utilities have begun design work for the

project located near . Preliminary concepts are attached. The project is anticipated to be
constructed in of 20__. We are notifying utilities included in the Missouri One Call ticket for the
project survey.

Please review the attached conceptual plans and verify that the lfocation of your utility is correctly shown.
If you have additional information or corrections, please mark-up and return the plans or provide
diagrams showing the location of your utility. The intent s to identify potential utility conflicts at the
earliest opportunity in order to revise the design and/or address the utility relocation. Additionally, we
would like to know of any future plans you may have for relocation, replacement, or upgrades of your
utility within the vicinity of the project.

Project Contact{s): , Engineer, 573-874- , @como.gov

, Engineering Technician, 573-874- , @como.gov

Please send information within two weeks. Thank you,

A list of contact information for utilities can be found here:
K:\Sewer\Engineering\References\Utility Contact for Precon

Responses from the utility companies will be saved by the Engineer or Engineering Technician in
the project folder, and information received will then need to be incorporated into the project

design. A Utility Contact Log can be established, that tracks the communications with utilities.

12



5.0 Public Hearing

After the Interested Parties meeting, and once a preliminary design is completed, a Public
Hearing will need to be scheduled, to take place at a City Council Meeting. The Resolution of
necessity and the Public Hearing and associated Council Memos and process shall adhere to the

Code of Ordinances Section 22-71(b} and (c).

Any comments received as a result of the IP Meeting, can be incorporated into the preliminary

design prior to presenting to Council.

A City Council resolution to set the public hearing date must be prepared. This resolution sets
the public hearing for a subsequent meeting. If there is grant money or federal money involved
in the project, the Project Engineer should adhere to the proper notice time for the public
hearing, which may mean the public hearing will be two or three meetings following the
resolution. Typically, the public hearing will be scheduled for the 2nd council meeting following
the meeting where the resolution was set. (If necessary, it could be scheduled for the next
council meeting after the resolution, however, this will cause a very quick turn-around for

mailing of PH notifications and updating of the contact log.)

The Council memo and other documents for the resolution to set the public hearing should be

submitted to the Engineering Supervisor. A list of these required documents are:

o Council Memo {Use the current template from intranet)
o Location Map (JPEG) & (PDF)
o Project Graphic (IPEG) & (PDF)

o Contact Log (No phone numbers or emails should be included) (PDF)

The project graphic, location map, and an updated contact log may be the same as what was

prepared for the IP Meeting.

13



The Contact Log is a record of any correspondence between interested parties and staff. This
can be in the form of an Excel spreadsheet that records the date the correspondence
happened, the name and contact info for the person, what was discussed. This provides a
timeline showing interaction between the City and the public. (See section 4.1). After the Public
Hearing date is set, the project Engineer should contact all interested parties to notify them of
this date, as discussed in the “Notification” section below. The contact log is to be updated

after these notifications are made.

The Engineering Supervisor and Division Manager will review and make any changes before

submitting to council for approval,

5.2 Preparation (Templates) ”
Use the current Council Memo form (See section 14.0 Appendix) and edit for each project. This

ensures that the proper template is used for the Council Memo.

53 Resolution Estimate

The Project Engineer itemizes total estimated costs for the project based on the preliminary
design, and should include all costs that will be tied to the project. In addition to construction
costs, total project costs may include engineering, surveying, utility relocations, and easements,

Some divisions track engineering time with project numbers, some projects use consultants to

perform engineering work, all of these costs should be included in the resolution estimate.

Sewer Utility uses current Term & Supply bids to begin the construction estimate. When
engineering or easement costs are unknown, typical percentages of construction costs will be
20% to 25% for engineering costs and 15% to 20% for easement costs. Additionally, a 20%
cdntingency is included for cost escalation for the life of the project. All of these costs are
included in the resolution estimate. Each utility may have their own best management practice

to estimate costs.

5.4 Diagram/Project Graphic
Along with the council memo, a diagram or project graphic of the lacation and proposed project

should be provided to the Engineering Supervisor for review. These should be submitted as
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.PDF and .JPEG formats. The PDF format is used for the Council Agenda and the JPEG format is
used for the public hearing power point presentation prepared by the Division Manager or
Director. There may be multiple location maps and diagram or project graphics submitted for
the public meeting in order to give a good representation of the project area, and any proposed
changes. Diagram maps should have the following titles in preparation for placement in the

Council Agenda: Location Map and Project Graphic,

The preferred location map is created using a software called ArcMap. Typically these are
drawn by an Engineering Technician within the engineering division. An example of a location

map can be found in Section 14.0 Appendix.

5.5 Notffication .~

The Project Engineer should make every effort to contact property owners by phone or in
person once the public hearing date has been set as directed by ordinance, Update the contact
information from the IP meeting prior to making contacts. The main purpose for speaking with
the property owners is to inform them of the public hearing, and to make sure contact is made
early in the process to help prevent misunderstandings by the public that could cause problems
later in the process. The contact log is to be updated with all contacts to interested parties

related to the project.

Notifications need to be mailed to the property owners and interested parties once the public
hearing date has been approved by City Council. These should be mailed immediately following
the meeting that set the public hearing date. Along with the notification letter, a copy of the
council memo and a copy of the signed resolution should he provided. An example of a public

hearing natification letter can be found in Section 14.0 Appendix.

The Resolution with signatures can be found on the City’s Granicus webpage within two days of

the meeting.

An example of a signed resolution pulled from the Granicus system can be found in Section 14.0

Appendix.
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5.6 'U_t_i"lity Coordination
After the Public Hearing, send another email to the utilities that have facilities in the project

area, and attach a preliminary plan. Sample language follows:

Dear Utility Representatives,

The City of Columbia Sewer and Stormwater Utilities are in the process of completing the final design and

ocquiring easements for the project. The preliminary plans were recently approved by the City
Council at a Public Hearing. The final design will be based on the attached preliminary plans. The Project
is anticipated to be constructed in of 20__. We are notifying utilities included in the Missouri

One Call ticket for the project survey.

Please review the attached preliminary plans to verify that the location of your utility is correctly shown,
and for any other design issues with your utility, then forward your comments. If you have additional
information or corrections, please mark-up and return the plans or provide diagrams showing the
location of your utility. The intent is to identify potential utility conflicts at the earliest opportunity in
order to revise the design and/or address the utility relocation. Additionally, we would like to know of
any future plans you may have for refocation, replacement, or upgrades of your utility within the vicinity
of the project.

Project Contact(s): , Engineer, 573-874- , @como.gov

, Engineering Technician, 573-874- , @como.gov

Piease send information within two weeks. Thank you,

A list of contact information for utilities can be found here:

K:\Sewer\Engineering\References\Utility Contact for Precon

Again, responses from the utility companies will be saved by the Engineer or Engineering
Technician in the project folder, and information received will then need to be incorporated

into the final design.
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6.0 Easement Acquisition

6.1 Property Acquisition

The acquisition of property shall adhere to the Code of Ordinances Section 22-71{d). In

addition, the Property Acquisition Coordinator (PAC) must follow certain requirements &
guidelines for easement acquisition. The Engineer should consult with the PAC to ensure these

are followed, especially when any grant, state or federal funding is involved in the project.

Easements can be donated, purchased or acquired through eminent domain. Easements to be
purchased or acquired through eminent domain must go through the Council process prior to

acquisition.

Easements that need to be purchased: (This is when the City may need to use eminent domain
to acquire the easement; easements to be donated do not need to go through City Council prior

to acquisition, but must be accepted by City Council after acquisition.)
1. Review design and easements with Construction Inspector — by Project Engineer.

2. Discuss easements with property owners and get preliminary approval {non-binding)

— by Project Engineer, often during earlier discussions about the Public Hearing, etc.

3. Have a Professional Land Surveyor (City or consultant) describe the easements and

create exhibits .

4. Submit documents to supervisor or manager to be placed on council agenda for

approval:

e Council Memo (Word)- by Project Engineer

e |ocation Map (PDF) -by Project Engineer

e Project graphic for each address (PDF}- by Project Engineer via Surveyor

e Easement description(s) (non-executed) (Word)-so Law Department can draft

the ordinance
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5. Council approves

6. Property Acquisition Coordinator (PAC} coordinates with property appraiser

7. PAC negotiates prices with property owner based on appraisal

8. PAC has property owner sign easements over to the City of Columbia (notary present)
9. PAC records easements

10. Project Engineer adds book and page to construction documents

Easements that will be donated: (Sewer Example: PCCE project where policy dictates that

property owners donate easements in exchange for public sewer.)
1. Review design and easements with Construction Inspector-by Project Engineer.

2. Discuss easements with property owners and get preliminary approval (hon-binding)-

by Project Engineer.

3. Have surveyor (City or contractor) describe the easements and create exhibit -by

Project Engineer.

4. PAC or Project Engineer meets with the property owner to sign easements over to the

City of Columbia (notary must be present)
5. PAC records easements
6. Project Engineer adds book and page to construction documents

Executed easements must be sent to City Council for acceptance. The executed documents can
be provided to the Hilities Administration Senior Administrative Assistant (Sr. ASA) for

inclusion in easements to be accepted by City Council at the next available Council meeting.
6.2 Council Memo -
Use the Council Memo from the intranet (See section 14.0 Appendix) and edit for each project.

This ensures that the proper template is used for the Council Mema.
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7.0 Final Design

71 Utllity Coordination
In most cases it will be appropriate to contact each utility company that has facilities in the
project area during the final design stage, to determine whether there are still any conflicts that
need to be addressed before construction begins. Good practice is to send a separate email to

each utility contact, notifying them of the upcoming bidding and construction timeline, and

attach 80-90% plans with utility lines highlighted.

Once again, any information received will need to be incorporated into the final design.

7.2 Plans & Technical Specifications

At this stage, the Project Engineer has incorporated any interested party comments,
coordinated with other utility departments as needed, and acquired necessary easements and
incorporated any requirements from easement negotiations. The Project Engineer should
conduct a constructability review with their inspectors to ensure nothing is missed. Once the
plans are ready to be finalized, they are then submitted to the Engineering Supervisor and
Division Manager for a final review and are signed and sealed by a professional engineer. Plans
produced in house are signed by the Director of City Utilities. Below is a list of things to include
and take into consideration when finalizing the design. This is not an exhaustive list and the

Project Engineer will need to use their best judgement when designing the project.

¢ Traffic control plan

¢ Erosion & sediment control plan when applicable

¢ Permitting

e Bore pit size and location is adequate

¢ Proposed alignments allow for trench boxes to be appropriately utilized
e Check against plans checklist

* Finalize depths of pipes, location of structures (Sewer Utility, Water?)

e Minimize disruption streets, sidewalk and private property
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In-ground infrastructure abandonment plan {Sewer Utility, Water?)
Fence Removal and Replacement

Property Owners access to their property



8.0 Bid Call Ordinance

8.1 Bid Call Council Memo
The bid call ordinance and Council Memo should adhere to the Code of Ordinance Section 22-
71{e}. Itisimportant to describe in the Council Memo how the project will be constructed,

using all or portions of the following: City employees (force account), bid through purchasing,

bid through purchasing via a term and supply contract.

A bid call ordinance must be passed by City Council before any construction can begin. The Bid
Call Ordinance memo utilizes the same template as all previous memos to Council and should

be downloaded from the intranet. (See Section 14.0 Appendix for specifics).
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9.0 Bidding and Award

9.1 Bid through Purchasing
City Ordinances concerning the Purchasing Division can be viewed here.

For a list of formal bid types and other purchasing guidelines, please reference the Purchasing

Policy Quick Guide found on the intranet here.

Spending dollar thresholds per City Ordinance shows that anything over $15,000 requires a
formal bid process. This is handled by the Purchasing Division with assistance from the

requesting City Department.

After the Ordinance for the Bid Call has passed Council and has been signed {accessible through
Granicus), the following items will need to be submitted to the Purchasing Division by the

Engineering Supervisor:

¢ Construction plans, signed and sealed by professional engineer

» Specifications applicable to the projéct

o All bid items

s Total cost estimate

* Enacted bid call ordinance

e Calendar days to be contracted for construction or to provide services

o Liquidated damages is work goes past contracted days — projects with more
critical deadlines should have higher liquidated damages, City must be able

fo prove damage.
If needed, the Engineering Supervisor will schedule a pre-bid meeting with contractors.
A formal bid through Purchasing is summarized as follows:

e The City Department and the Purchasing Division work together to develop a

formal competitive bid document
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¢ Purchasing issues the bid on the City’s e-bidding website. In addition, all
formal solicitations are advertised in local newspapers which is handled by
the Purchasing Division.

¢ During this time, vendors MUST submit all questions and inquiries through
Purchasing. The Project Engineer SHALL NOT communicate directly with any
vendors during the bid period.

*  When the bid closes, an evaluation process takes place following the process
stated in the procurement document.

e Overall, lowest and best vendor is awarded a contract.

e At a minimum, three months should be allowed for the formal bid process to

take place.

Bids will then be reviewed and a contractor will be approved. The Engineering Supervisor will
enter a Purchase Order requisition with Senior ASA once Purchasing has the contract in place.
Project Engineer should become familiar with all contract language associated with the

construction project.

City Ordinances concerning the Purchasing Division can be viewed here.

Term & Supply is a form of contract with one or more vendor sources to provide high-volume,
repetitive City-wide requirements (goods or services) over a specific term or period of time. A
blanket Purchase Order (PO) will typically be issued as authorization for the
department/division to purchase items or services on an as needed basis for the term of the
contract. (See section 9.3). Project Engineer should become familiar with all contract language

associated with the term and supply contract.

After the Ordinance for the Bid Call has passed Council and has been signed {accessible through

Granicus), the following are the steps to proceed with bidding through Term & Supply:

o Schedule a pre-bid meeting with contractors, if needed.
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9.3 Purchase Order Process - Purchasing

e Obtain a proposal for the work from the contractor, develop construction
timeline and calendar days required for completion.

o Complete a PO request form and obtain all signatures

e Enterin the PO requisition {Senior ASA).

e Submit executed PO request form and enacted bid call ordinance to

purchasing.

A Purchase Order MUST be issued prior to beginning any work by a contractor or vendor or

ordering any materials.

A purchase order must be submitted to the Purchasing Department through a requisition to

purchase goods or services.

Steps on Requisition Entry Process through MUNIS can be found on the intranet here.

Department {usually an ASA) submits a requisition to purchase goods or services. All
requited documentation must be uploaded to the requisition in MUNIS,

Based on the dollar amount, the requisition may go to a department supervisor for
approval. The approver should check the requisition for detailed order information,
correct account information and accurate documentation. If something is incorrect
or missing, the supervisor should reject the requisition.

The requisition will come to Purchasing for review and approval. If all required
information is present, Purchasing will issue the Purchase Order (PO).

In most cases, the PO places the order with the vendor. The PO must be issued prior
to work being done or product ordered.

Vendors will ship the product or provide the service and will issue an invoice.

Requisitioner will receive the items in MUNIS.

Steps on the Receipt Entry Process through MUNIS can be found on the intranet here,

24
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e Requisition must include information regarding the purchasing vehicle (Informal Bid
(three quotes), Purchasing contract, sole source, City Council Resolution/Council Bill,
etc.), invoices and/or quotes.

¢ Information state herein should be referenced in the General Notes of the
requisition and the actual procurement documents state herein shall be uploaded to

TCM in MUNIS.

An example of a Purchase Order Request can be found in the Appendix (Section 14.0) of this
document. This document is a helpful reference that includes all the pertinent information

about the contract and construction in one single page.
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10.0 Construction

101 Pre-Construction Meeting

The Pre-Construction Meeting will be set up by the Project Engineer and informal invites in the
form of emails or phone calls will be sent out to all stakeholders. The attendees will include the
Project Inspector, applicable utilities, Contractor and the Project Engineer. Invite the Right of
Way Technician from Building & Site Development Division, if there are any road closures or

significant traffic impacts. The main items to be discussed at this meeting should include:

e Discussion of the project components and answer any questions from the
Contractor

e Selecta noticg to proceed (NTP) date (See Section 10.2) based on the
Contractor’s a;vailability

* Once the NTP date is selected, Inspector will schedule a date for hanging door
tags and sending out notifications to affected parties. This date needs to take

place at least 1 week prior to NTP date.

Notice to Proceed (NTP) is a date that is considered the first day that construction activities can

begin. This date is based on Contractor availability and other factors discussed in pre-
construction meeting that was agreed to by all parties. It is the official contract start date.
Purchasing will issue the official notice to proceed document for all construction contracts.
*The Contractor can begin the project prior to receiving the official document from purchasing,

however, they do so at their own risk.

10.3 Notification
Notifications in the form of door hangers, letters, and on-site communications to any affected

parties will occur before any construction activities by the Inspector. (See Section 14.0 Appendix

for example of a Construction Notice Letter.)
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11.0 Pay Estimates

111 Initial Pay Estimates
Set up the initial pay estimates based on the engineers estimate and signed Purchase Order.
This will include entering construction quantities from the signed Purchase Order. If quantities

change from the signed purchase order, a change order must be issued and approved. (See

Section 11.3)

[P —
f

112 Monthly Pay Estimates

E:,-.-_ H N R N il o RGPPSR PVUU NN SRR ISP T, F TS PADE S TR S S PR PO AN DR OO S SO

Inspector verifies monthly quantities with contractor and prepares pay estimate. These will be
submitted by the end of each month to the Engineering Supervisor. The pay estimate will

include;

* Project Name

s Contract Number

¢ PO Number

+ Contractor Name, Address
e Date Range for materials and work performed
» Pay Estimate Number

¢ [tem Description

s  Unit

¢ Bid Quantity

s Change Order (+/-)

e Total Quantity Used

e Current Estimate

¢ Unit Price

¢ Total Cost

An example of a monthly pay estimate can be found in Section 14.0 Appendix.
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The Engineering Supervisor will review the submitted pay estimate for accuracy, both total
guantities to date and current estimate quantities. A request for contract payment and a cover
sheet (See Section 14.0 Appendix) will be prepared and the signatures of the Division Manager

and Director will be obtained for the payment form and pay estimate.

A scanned copy of the signed documentation will be saved to the Division’s project folder, and a

scanned copy will be submitted to the Senior ASA for receiving on Purchase Order.

113 Change Order

Unknown conditions in the field may require an addition or deletion of certain line items in the
initial pay estimate. A Change Order must be issued and approved PRIOR to the work being
completed. Be sure to adhere to all contract language for the project. In these instances, a
Change Order form must be submitted. A Change Order may also be required if there is a
significant change in existing line items. At the end of a project, a Final Change Order will be
completed showing overrun or underage of certain line items. This final change order {formerly
known as Summary of Changes) will balance the final pay estimate. (See Section 13 for more

information). These are issued by the Inspector to the Engineering Supervisor, (See an example

of the form in Section 14.0 Appendix).

Instructions on how to enter a Change Order in MUNIS can be found on the intranet under the

Finance Purchasing tab. (For final change order information, See Section 13.1).

Per City Code of Ordinances Section 2-459:

The total amount of all change orders executed in connection with any contract for capital or
public improvements authorized by this article shall not exceed fifteen (15} percent of the

contract price without the written approval of the City Manager.
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12.0 Inspections

During the construction phase, all utilities have Inspectors who monitor the contractor’s work.
The Inspector is considered the City’s on-site representative for a construction project. The
Inspector works with the Project Engineer and the contractor(s) to ensure work is completed as
designed and per City specifications. The Inspector tracks materials used during the project.
Each utility has its own daily inspection log to document criteria for materials, hours worked,
equipment used, etc. The inspection process will be different for each utility. Inspectors should
familiarize themselves with the specific contract for each construction project. (Forms can be.

found in Section 14.0 Appendix.)

The Project Inspector performs daily inspections and reports throughout construction. Prior to

water mains being placed into service, the utility will disinfect and perform bacteriological

sampling and testing per Water Utility’s current specifications.

At the completion of the project, the Project Inspector will prepare a final report and complete
As-Built drawings. Additionally, the Project Inspector will coordinate fire hydrant easements

and deeds of dedication for private development projects.
12.2 Inspection Process-Electric Utility
The Project Inspector performs daily inspections and reports throughout construction. Prior to

electric infrastructure being placed into service, the Electric Utility will perform testing per

Electric Utility’s current specifications.

At completion of the project, the Project Inspector will prepare a final inspection report and
complete As-Built drawings, Additionally, the Project Inspector will coordinate any additional

easements required for a project.
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12.3 Inspection Proces_s—Sewer/Stormwé-ter Utility

The Project Inspector performs daily inspections and reports throughout construction. Prior to
closing out a project, a pre-final inspection occurs. The Project Inspector will identify if there
are any lingering tasks that need to be completed, and what tests need to be conducted before
the final payment or final inspection can be made. The following list includes but is not limited

to types of tests that may need to be completed depending on the project type:

e Air testing

Mandrel testing

Vacuum Testing

Camera Inspection

BMP Inspection {Stormwater)

The contractor will complete any unfinished tasks identified in the pre-final inspection and

present the results of all tests to the Inspector.

The Inspectors will then conduct the final Inspection on the project. The Project Engineer will
ensure all As-Built drawings are submitted, reflecting any changes that were made to the
original design (i.e. rim elevations, pavement quantities, flow-line elevations etc.). Once all
construction has been completed and passed inspection, a final inspection report will be sent to
the contractor, along with forms for the project closeout. {See Section 13.1 Final Change

Order/Final Estimate).
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13.0 Project Closeout

131 ”F-_i,ln_all C'h_a_nge_Order/Fihal Es.timate
The Inspector will prepare final change order and final pay estimate forms for the project and

submit the paperwork to the Engineering Supervisor. (See Section 14.0 Appendix for examples.)

When a project with prevailing wage requirements is about to close, the Project Engineer
should contact the current Contract Compliance Officer in the Finance Department to verify

that all documentation has been received.
Required documentation:

o Certified payrolls from the contractor and subcontractors

s Affidavit of Compliance with Prevailing Wage submitted by the
contractor/subcontractors {states the subcontractor/contractor upheld all requirements
for Prevailing wage law.)

o Affidavit for Final Payment from the contractor (Shows final, unalterable dollar amount,
waiving claims for any additional amount)

e Affidavit for Final Payment and Release from any and all subcontractors (Shows the
subcontractors have been paid in full for all work and materials and they waive any

future claims against the City)
If the contract is utilizing federal grant funding, there may be some additional requirements.

¢ Disadvantaged Business Enterprise (DBE) submittal (This is to show that the DBE goal
was achieved)
» Settlement of Claims affidavit (Filled out by the contractor to document that they have

no outstanding bills.)

If grant funding is being utilized or if it is a particularly large project, also include the current
Contract Compliance Officer on the emails for pay applications. In doing so, allows the Finance

Department to track payments and compare them to the paperwork they are receiving.
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13.2 Notification
The Inspector prepares a Final Acceptance letter that announces the completion of the
project’s construction. This letter will be submitted to the Engineering Supervisor and routed

to the Utilities Director for their signature and seal. (See Section 14.0 Appendix for example.)

The Inspector verifies quantities with contractor and prepares final payment estimate. See
monthly pay estimates checklist (See Section 11.2)}.
The Warranty Period for Inspection starts on the date of the final acceptance. The Inspector

will conduct an inspection of the project at the end of the time frame listed for the type of

project.

® One (1) year for CIP Projects (Public)

s Two (2) years for Private projects

If there is an issue that needs attention, a notification letter will be sent to the contractor
identifying the issues that need to be resolved before they can be released of warranty

responsibilities by the City. (See Section 14.0 Appendix for a Warranty Inspection Report.)

The Engineering Supervisor should provide regular updates to the Division Manager and

Finance about the status of capital projects. Once the capital project is complete, Finance must

begin the capitalization process for all improvements.
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14.0 Appendix

14.1 Council Memo~

The City of Columbia officially began using the Granicus/Legistar (hereinafter “Granicus”)
system to produce agendas for council meetings in January 2016, Granicus is a cloud-based
software program that provides a workflow process for the creation of City meeting agendas.

It is important that the template used for each council memo is downloaded from the intranet
every time to ensure the correct template.

You will need to login to www.mycolumbiamo.com to access the templates and Granicus.
Forms can be found by clicking the ‘Granicus Legistar User Guides’ as shown below:

PR N R M L SRR
3 @ Coronavirus (COVID-12)

infarmation

& Secure Portal

Tvler Hub

ta Ermploves S2if Service
City News
B City of Colurnbia Feedback Form

y
,»‘) Phene Directory

IT Halpdesk Support

Granicus’ Legistar User Guides _

Hotlines & Problem Reporting

Maps & Apps Directory

Document Directory

) | B R, i {

I
[

Policies & Procedures

Forms

Transparency

Training & Education

Employee Becognition

@ |30 |l | 55| &

Quality Squad

Template from Granicus:
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~ Home » Documenis » Granicus Legisiar User Guides

Granicus Legistar User Guides

Checklists, User Guides & Forms:

«  Aparppriation of Funds Form, Council Memo Template and Personnel Change Calculation Form
» Granicus Legistar Drafting Files

o Granicus Agenda ltern Checklist (undated 01/20/2023)

« Granicus Legistar Approving, Disappraving and Delegating Legislaiive Files

« Granicus Legistar Agenda Crealion for Boards and Commissions

« Granicus Legistar Minufes Creation for Boards and Commissions

« Mandatory Headings for Granicus Boards, Commissions, and Task Forces

Granicus offers a variety of help and training options including:
« Granicus Halp Center

« Granicus University Webinars
« Videcs

Hc:me b Dmuments » Gramcus Leglstar U er Gu;des

Granicus Legistar User Guides
Checkllsts, User Guides & Forms:

“Council Bill Re-quest Form, Councu Memo Template and Pe;'son nel Change Ca]a:ulatlon Form
» Granicus Legistar Drafting Files

+ Granicus Agenda {tem Checklist

+ Granicus Legistar Approving, Disapproving and Delegating Legis!ative Files
» Granicus Legistar Agenda Creation for Boards and Cornmissions

+ Granicus Legistar Minutes Creation for Boards and Commissions

- Mandatory Headings for Granicus Boards, Cornmissions, and Task Forces

Granicus offers a variety of help and training options including:
« Granicus Help Center

v Granicus University Webinars
+ Videos
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The following form is the standard template used for this purpose as well as any future actions

that must go before City Council.

City of Columbic

701 East Broadway, Columbsia, Missouri 65201

bepqﬁmen’r Source: Chaoose a deparfment., :
To: City Council E
From: City Manager & Staff '
Councit Meeting Date: July 19, 202t

Re: Briefly state purpose of agendo item.

Briefly describe the resull if Councit takes actions recommended In the “Suggested Councit
Actiony” fisld, Do not replicale the Re: fleld.

Be as clacr and concise as possible.

Shorf-ferm Impact: Enfer the cost of proposed legislation to the cily for the nexi tweo veors,
Long-Term impack Enter the cost of proposed legislation to the cify for years beyane hwo,

Stratedic Plan impacis:

Primary Irmpact: Primary, Secondary tmpact: Secondary, Tertiary Impact: Tertiary

Comprehensive Plan Impacts:

Primary Impact: Primary, Secondary Impact: Secondary, Terliary Impoct: Tartiary

W Dats = ) D : B ST .
Maonually enfer dates | Manually enter action ffesns here. Use hord returrs 1o space
ir this formead; down to dlign with The coresponding date fo the leff. Order
MMIDE/YYYY. e histery from maost recent to oldest.
hord retums fo get to
the next line of action | For each Councll action, significant procedural action by a E
anfry. Boarcdl! Comimission ond Interested Porlies mesting, enter the
action date and brief stctement of the action with voie totals, if
known. Include ALL information you feel is relevont to this item.
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City of Columbidi

701 East Brogdway, Columbia, Missouri 65201

Department Source: Choose a department,
To: City Counci]

From: City Manager & Staff

Council Meeting Date: July 19, 2021

Re: Briefly state purpose of agenda item.

The heading of the form contains critical information regarding which department/division is
requesting the preliminary design. The form will always be addressed to the City Council from
the City Manager & Staff. A drop-down is built into the form to identify which department is

making the request.

o &

Department SourceliChoose a department)
To: City Council v ces

From: City Manager e
o i Hing DgfCy Uilies- Sol Waste
ouncil Meeting Da Clty Uiliiles - Werter and Light

R Community Devalopmment - 80
Re' E’”eﬂy S]LC”@ purp Cormmuntty Develeprent - COBG/Home

Community Development - NS
ommunity Development - Planning
ommunily Relations

onvention and Visitors Burecu

. . Cultural Affairs

Briefly describe the E_conomlc Development

. . inance

Action™ field. Do notfe.
Human Resources
forrmation Technology

Parks and Recreation

Polica

Fublic Health and Human Services
Public ‘Works
ustalncblity

Be as clear and con

The council meeting date also has a drop down that allows the requesting department/division

to select the date the request will be presented to council.

From: Cify-Mdnoger & S"r.qff

i Re: Briefly state purpc»se c; S o T’u‘“ﬁf‘m o

428 2 o3mo1 2

4 5 & 7 8§ %
12 13 14 95 16
18 19 20 21 22 23
25 26 27 2B 2% 30

2 103 8

| Briefly describe the result .. __E=l 5
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{Typically, City Council meetings are held the 1st and 3rd Mondays of the month. Exceptions to
this are when those Mondays fall on a federal holiday or for special sessions. Information for
upcoming meetings and dates can be viewed on the Official Meetings Portal found on the City

of Columbia’s official website: https://www.como.gov.)
Also in the heading, the purpose of the agenda item must be entered after ‘Re?’.
This can simply be entered as: “Resolution to set a Public Hearing for <Project Name>,

An example of a completed heading:

Cepariment Source: City Utilities - Water and Light

To: City Council

From: City Manager & Staff

Council Mesting Dale: September 27, 2021

Re: Resolution to set a Public Hearing for [Project Name]

The Executive Summary of the form is a place to give a high-level synopsis of what the project is
about and any notifications of attachments such as diagrams, locations maps and petitions. It

should not be a duplication of what was placed in the ‘Re:’ field.

Briefly describe the result if Council takes actions recommended in the "Suggested Council
Action” field. Do not replicate the Re: field.

An example of an executive summary would be:

“Staff has prepared for council consideration a resolution to set o public hearing for [DATE],
concerning [PROJECT NAME]. The proposed project will consist of [BRIEF SUMMARY]. The
estimated cost will be [555] and will be paid from [FUNDING SOURCE]. “

*If the proposed project falls under a PCCE (Proposed Private Common Collector Elimination

(Stormwater/Sewer Utility}, then the following must be followed:
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-Reference the petition within the executive summary and the number of property owners that

sighed the petition.

-Within the attached diagram of the project area, the properties/parcels of the petition signers

need to be shaded to show those locations.

Be as clear and concise as possible,

The Discussion section of the Council Memo form is where the details of the project are
explained. This can be done referencing location based on existing resources the City has
already available, such as AreGIS data. Other items to mention could be the current issues that
are causing the project to be considered, if there is eligible/ineligible infrastructure in the
project area, easements, the quality of existing infrastructure, etc. Any information about the
IP Meeting and comments can also be placed here. The total cost and funding source for the
project should also be listed. This section should answer the basic who, what, when and why

gquestions.
An example of what information can go into the Discussion section:

“On [DATE], Council directed staff to conduct a preliminary feasibility study to determine
the scope of work on the project. [Department] staff held an interested Parties Meeting
at [LOCATION] on [DATE]. Of the [#] properties affected, [#] property owners attended
the meeting. [#] other property owners in the area attended as well. The City contacted
the other affected property owners by phone. All property owners are in support of this

project.

The resolution estimate for this project is [SCOST]. In accordance with Section 22-253 of
City Code, financing for this project will be through the [FUNDING SOURCE].”
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Short-Term Impact: Enter the cost of proposed legislation to the city for the next twe years.
tLong-Term Impact: Enter the cost of proposed legislation to the city for years beyond two.

An example of for the type of verbiage that could go within the section:

Short-Term Impact: The resolution estimate is [SCOST] and will be paid from the
[FUNDING SOURCE].

Long-Term Impact:

Stratedic Plan Impacts:

Primary Impact: Primary, Secondary impacth Secondary, Tertiary Impact: Tertiary

Comprehensive Plan Impacts:
Primary Impact: Primary, Secondary Impact: Secondary, Terliary Impact: Terfiary

The Strategic Plan for the City of Columbia is a fong-term vision of where the municipality wants
to be in the future, as well as the steps it will take to get there. The Strategic Plan serves as the
roadmap in prioritizing objectives and initiatives, as well as looking at important metrics to
ensure the City is on the right track. The City of Columbia’s Strategic Plan can be found on its

official website (https://www.como.gov). The Strategic Priorities of the City of Columbia are as

follows:

Organizational Excellence: Create and support an engaged workforce that delivers an

efficient, innovative, transparent and collaborative city government.

Safe Community: Equitably provide emergency services, crime and fire prevention,
community risk reduction, emergency preparedness, public health and well-being,
community policing and social services to ensure the City is considered safe for all

residents and visitors while increasing public trust through accountable leadership.
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Reliable and Sustainable Infrastructure: Provide reliable, sustainable, and innovative
organizational and infrastructure foundations for the efficient delivery of municipal

services to meet the current and future needs of our residents and visitors.

Inclusive and Equitable Community: Cultivate a safe and sustainable community
focusing on equitable access, inclusive engagement, equal opportunity and treatment,

leading with race.

Resilient Economy: Promote a sustainable and diverse economy through policy

development and support for entrepreneurship, innovation and efficiency.

While the Strategic Plan focuses on the aspirations of city government and aligns the
community to fulfill them, the Comprehensive Plan is the comprehensive land use plan and is
intended to provide residents, appointed boards and commissions, and elected officials with a
document that will help guide the City’s growth until 2030. The City of Columbia’s
Comprehensive Plan is also known as ‘Columbia Imagined.” More information can be found on

the City of Columbia’s official website (https://www.como.gov) on the Community

Development page.
The seven categories of the Comprehensive Plan are as follows:
Land Use and Growth Management
Environmental Management
Infrastructure
Mobility, Connectivity, and Accessibility
Economic Development
Inter-Governmental Cooperation

Livable & Sustainable Communities
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The Council Memo form contains a section that allows the project manager to highlight any
primary, secondary, and tertiary impacts a project may have to either the Strategic Plan goals or
the Comprehensive Plan goals. Drop downs are provided with the specific categories for each

plan,

Sh’leeC]IC Plon Immlstrateglcmm“a 5
Primary Impact:{ Primaryecondary Impact: Secondary, Tertiary Impact: Tertiary §

'Resmer\t Econom
Safe Neighborhoods

Comprehensive Reliable Infrastructure
. 18] fzafl | Excell . 4
Primary Impact:jinwve commonty - 1dary Impact: Secondary, Tertiary Impact: Tertiary

Not Applicable

Comorehenswelﬁ}“c Em

@econd ary mpqc’r Secondary, Tertiary Impact: Terticiry

AMobiity, Conneclivily, and Accessibity|
Econaimic Developrment

Gfe Inter-Govemmental Cooperatlon

= tivable & Sustainable Communities

ihol Applcetle w’rer clc:hc)n i’rems here, Use hqrd re’rurns ’ro space

T

Manua”y en’rer dates | Manually enter action termns here Use hard returns to space
in this format; down to dlign with the corresponding date to the left, Order
MM/DD/YYYY, Use history from most recent to cldest.

hard retums fo get o
the next line of action | For each Council action, significant procedural action by a
antry. Board/Commission and Interested Parties meeting, enter the
action date and brief statement of the action with vote totals, if
known. Include ALL information you feel is relevant to this item.

The Legislative History section of the Council Memo form provides a space to record any
previous legislation that has gone in front of council that pertains to the proposed project. If

there are any previous actions taken {such as a petition or interested parties meetings), the
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date and a brief description are recorded in this section. It is not uncommon for this section to
be left blank if this is a newly proposed project appearing to council for the first time. Search for

previous related legislation here: https://gocolumbiamo.legistar.com/Legislation.aspx.

The Suggested Council Action section is provided for the project manager to include a

suggestion of what the recommended next step in the process is, An example of this could be:

“Approve the resolution authorizing staff to proceed with setting the Public Hearing for

the [PROJECT NAME] on [DATEL”

The following pages give examples of how a Council Memo can be formatted depending on the

purpose.
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(Public Hearing Memo Example):

43

)
cmn City of Columbia

L A“ 701 Ecst Broadway, Columbia, Missourd 65201

Depariment Source: [Department Name]

To: City Council '

From: City Manager & Staff

Counell Meeting Date: [DATE]’ S
Re: Resolution to set a Public Hearing for {Project Name]

TR Y N R

Staff has prepared for Council consideration a resciution to set a public hearing on [DATE],
concerning [Project Name]. The proposed project will consist of [Brief Summary]. The estimated cost
will be [COST] and will be paid from [Funding Source].

The ecope of this project consists of <More Detaiied Project St

. Summaiy: See attached [ocation map
and project graphic. This preject is expected fo begin £Start D

ale (FYXX)5.

AnInterested Parties {IP)y meeling was held on [DATE]. [[#] people aftended the meetings. Staft
comimunicated with others who were inferested but unable to attend the meeting. The estimated cost
of this project is. [COST] and will be paid from [Funding Soiirce].

Short-Tem Impact: The fotal project cost, including construction, s estimated at [$GOST] and will be
paid from the [Funding Sourcel.

Long-Term: Impact: it is anticipated that this project will have a minimal impact on the [Utilily Name]
annual operating cost. s et

Sirategic Plan Impacts:

Primary Impact: infrastructure, Secondary Impact: Not Applicable, Tertiary Impact: Not Applicable

Comprehensive Plan mpacts:
Primary Impact: Infrastructure, Secondary Impact: Not applicable, Terliary Impact: Not Applicable

Vi Datel R Action .
Date Interested Partles Meeting . S .
Cotincil directs stafi o conduct a preliminary feasibility study
assodated with the proposed project [Project Namg]




(Public Hearing Memo Example Continued):
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701 East Brocdway, Columbia, Missour 85201

o oo City of Columbia
A

Approve the resolution setting the Public Han‘ng for the [Project Name] on [DATE].

Diract staff to proceed wiiky [Project Name].




{Ordinance to Acquire Memo Example):

45

. » City of Columbig
4 0 East Broadway, Columbla, Missourd 45201

Department Source: [Department Maimej

To: City Council

From: Cly Manager & Stafi

Council Meeting Date; {DATE]

Re: Autharizing the acquisition of easements for construction of [iject Name]

Staff has prepared for Council copsideration an ordinance authorizing the acguisition of easements
necessary for the construction of [Project Mame], as shown on the aftached project graphic. The
preposed project will consist of [Brief Summary]. A public hearing was held on [Date].

The scope of this project consists of [Bnef Destription]. This project is expected to begin [Start Date
(FYX)(}

Current policy requires that the temporary construction easements and permanent [Easement Type]
necessary ior the consiruction of the project be donated by propery owners that benefit from the
project. However, in addition to the donated easements, this project will require the acquisition of [#]
temporary construction easements (TCE) frorm [#] property owners, and [#] permanent [Easement
‘Type] easements from # property owners not benefiting from the pmject See attached project
‘graphic of the proposed easements to be acquired.

Construction pans are [%] complete with construction expected in FY[XX].

Shori-Termt bnpact: The resolution estlmate fr;:rtne pmjeci is [50051‘] and wil be pald from the
,[Fundmg Source}.

Long-Term Impact: It is anticipated that this project will have a minimal Impact on the [Utility Name]
annual operating cost.

Strateqic Plan Impacts:

Primary Impact: infrastucture, Secondary Impact: Not Applicable, Terliary Impact: Not Applicable

Comprehensive Plan Iimpacis:
Frimary Impact: infrasiruciure, Secondary iImpact: Not applicable, Tertiary Impact: Mot Applicable




(Ordinance to Acquire Memo Example Continued):

701 East brogdway, Columbio, Missowr 65201

. * City of Columbia
A

Dale Action

Date’ Manually enter action items hare. Use hard retums to space down o

o align with the corresponding date to the left. Order history from most
recent to oldesi.
Far each Council action, significant procedural action by a
BoardfCommission and Interested Parties meeting, enterthe action
date and brief statement of the action with vote totals, if known include.
ALL information you feel is reievant to this item. :

Approve the ordinance authorizing the ac:quislt[oﬂ of easements Tor [Project Name}.
Direct staff 1o procesd with [Pm}eci Na mel. .
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{Bid Call Memo Example):

47

City of Columbia

701 East Broodway, Columbsia, Missour &5201

Department Source: [DEPARTMENT-DIVISION]

To: City Council

Fromy: Gily Manager & Staff

Council Meaeting Date: [DATE]

Re: Authorizing Construction of [PROJECT NAME] and calling for bids through the Purchasing
Division.

Staff has prepared for Council consideration an ordinance authorizing construcifon and issufng g
contrack for the work or & bid call through the Purchasing Division for [PROJECT NAME] as shown
on the attached Location Map. A public hearing wag held on IDATEI The resolution estimate for this
projects is [$COSTT and will be paid from the JFUNDING SOURCEL

IPROJE{ZT NAMEY will consist of [ENTER BRIEF PROJECT DESCRIPTION] as shown on the
atlached Diagram. Staif anticipates ulilizing [Select: TERM & SUPPLY or BIDDING THROUGH
N G] for ihis project. However, this ordinance authorizes constriction either through the
Cl‘fy's tarms ol supply contract or by bidding through Purchasing, whichever is most appropriate.

JUTILITY] Staff held an Interested Parlies meeting on [DATE]L. A public hearing for [PROJECT
WAME] was held on [DATE] The resolution estmate for this project is [SCOST] to be paid from
[FUNDING S0OURCEL

Construction plans are 100 percent comglete, and all necessary easements have been obialned.

Construclion is expectad to begin in [FYXXEX].

1411 for this project and will be paid fram the

Shor-Term Impacl; The rezolulion estimate is [§
[FERDING 50URCE].

Long-Term Impact; I is anficipated that this project will have & minima! impact on the [UTILITY]
annual oparating cost,

Slrateaic Plan mpacls:
Primary Impact: Infrastructure, Secondary Impact; Mot Applicable, Tertiary bmipact: Mot Applicable

Comprehensive Plan Impacis:
Prmary lmpact. Infrastructure, Secondary Impact: Noi applicable, Tertiary mpact: Mot Applicable




(Bid Call Memo Example Continued):

City of Columbia

’ $- 701 East Broadway, Colurmbio, Missauri 85201

‘Date

. i . Action’
List of Dates from most | List the Council Actions from most recent {o oldest
recent o aldest

Approval of the Crdinance,
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14.2 'Adminis't_r'a'tive Pu'blic_ Improvement Project Form.

" ADMINISTRATIVE PUBLIC IMPROVEMENT PROJECT

Project name and brief description:

Depariment:

Estimated cost;

Funding source:

Project meets the folfowing criterion (check one):

[ Conslrtction, upgrade or relocation of electric distribulion lines less than sixly-
nine (69) KV that is estimated to cost less than one milion dollars
{$1,000,000.00).

0 Water and electric production facility expansion projecls estimated to cost less

than five hundred thousand dollars (3500,000.00).

[ Sanitary sewer projects estimated to cost less than one hundred fifly thousand
dottars ($150,000.00). ‘

] Storm water ulility public improvement projects estimated to cost fess than one
hundred fifty thousand dollars (3150,000.00).

X Any project estimated {o cost less than fifty thousand dollars ($50,000,00),

No tax bills will be issued for the project.
Project does not require exercise of power of eminent domain)|

IP meeting held on

Altendance:

Result;

Other contacts:

Note: 1P moeetings are not required for ordinary maintenance of public improvements or for
projects where there are no obvious interested parties.

Submilted by: Approved:
Department Head City Manager
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14.3 Author_i‘ty for Public Improvement Contract

AUTHORITY FOR PUBLIC IMPROVEMENT CONTRACT

Check the applicable box and fill in the bianks if the Administrative Public
Improvement Process box or Standard Public improvement Process box is

chacked.

Project Name / Description:

Purchasing QOrdinance

[J Sec. 2-459(b)(1): Ordinary maintenance of public improvement.

[ Sec. 2-459(b)(2): Electric distribution line less than 69 KV and less than

$500,000.00,
£ Sec. 2-459(b)(3): Water distribution lines 16-inches or less and less than
$100,000.00.
Approved by:
Department Director Date

[ Administrative Public improvement Process
Repaort on Coundil agenda for meeting of , 20

(] Standard Public Improvement Process
Bid call ordinance: Ordinance No.

Passed on , 20
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14.4 Surveying Services Request Form —~ When 'Using City Land _SUrveyor

N\ #
m | FROM: | | DATE:

SURVEYING SERVICES REQUEST FORM
The following information must be provided and attachied fo this form by the Project Engineer or
the Technicia assipned to the projeet. This information will be needed before the survey crew 3
goes to the field. Please tnclude a preferred completion date in the comment area:

NEW PROJECT
Need Preject Nome. T also need the Worl: Order and Project numbers for time sheets:

¥ Mo-1 Cali (1-800-344-74873) (Check this box if Mo-1Call is needed. The Cafl will Le
made by the Survey Section).

X Sketch showing the extent of the project
In Yiew of a sketch the Engineer or Technician can meet the survey crew in the
field. Request a meeting and provide a contact number i the Comments section.

ADDITIONAL TOPO or PROJECT EXPANSION
Need Froject Name. I also need ihe Work Order and Project numbrers for time sheets:

O Mo-1 Call (1-800-344-7483) if needed. (See NEW PROJECT)

B Skeich showing the extent of il project. (See NEW PROJECT)

O Traverse Point st

O Beginuing Topo point wuntber
Tse the point munibering convention found on page 4 of “Engineering Division
Burvey Procedure” found at OASURVEY SECTIONSuovey Mannahl 2. 7-
SurveyProcednres.dor.

Conitents:

ONSURVEY SECTION\SUBRVEYING SERVICES REQUEST FORM doc Revised 1/13/20
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14.5 Grant Checklist

Determine if Funding Is a Grant é

1. How do | know if this is a grant or a contract?
2. Agrant is money or items we Tecaive with na obfigation fo pay back. Any money or items received from the
Faderal government, State, or County are going 1o be censidered a grant.
b. Sales tax and other types of revenue we raceive for services like birth cerlificates, water, electiic, parking
meters, aic. are not considered a grant.

2. There are 4 types of grants
& Compstitive Funiding
Also known as discretionary funding, competitive funding is & process of proposat selection based on the
evaluation of a reviewsr or team of reviewers. Funding i based on the marits of the application, and
recipients are not pradetenmined.
k. Formula Funding

In eontrast to competitive funding, formula grants are given to pre-determingd raclpients. Non-competitive
swards are usually allocatad to eligible entities according to population end/or ather census criterig, and all
applicants who mest the minimum requirements of the application process are entitled to recsive money. in
many instances, formula funds are distributed from the federal level io states. States then determine the
process to be used to award funds 1o Jocal jurisdictions.

¢. Continuation Funding

Sontinuation funding grant programs offer current award recipients the option of renewing grants for the
following year. Some programs are restricted to existing grantees only, while others invite applications from
qurrent grantees and new applicants. Often, cusrent grantess are awarded extra points during the review
process for baing a corrent grant reciplent. Since priority is offen given to continuing applicants, if you are a
new appheant, you shauld consider entering into a parinership with & eprrently funded entity.

d. Pass-Through Funding

Passthrough grants are funds given by the faderal government to the states for further distribution to local
governmeants. indar thig funding stracture, states may dishurse federal funds (o eligible loeal jurisdictions
thraugh formula allocations or open competitions.

Appiving for a New Grant
1. Financial Assessmgnt
a.  Ensure funds availability
i.  Contact Budgeting if need assistance
b. Frojectal initial and ongoing costs including:

i.  Staff Support

ii. Needed assistance for compuier sysiams

i Office space

lv. LHdities

v.  Systers furniiure

vi. Vahicles

vil. Office equipment E

witl. Office supplies
ix. Computer software snd hardware
x. Telephone

2, Does this grant require a comittmaent to apply or cost share from the city?
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(Grant Checklist Page 2):

53

4,

[} Yes (73 No
Nead to raceive appraval from cify Fill out the application according fo the
management to apply. grantor's guidelines.

Contact your department's attornay to know if you naed to go to council
to apply for andfor accept the grant.

Poes this grant require any form of software?

"} Yes 3 Mo
Complete the Busingss Request form and Skipto Etep B
forward to 1T

Business Request Form

Is this a new grant or a grant ranowal?

[} Mew Grant [7} Grant Renewal

Complate section "apply for & grani” within Complete the section “renew a grant® within
the Grant Information for Finanze google {he Grant Information for Finance google
form. form.,

Grant Inforrmation for Finence Grant Information for Finance

|

Attach the application and any other documents
Finance will antar the grant information provided Into Munis' grant manager.

Tha grant will ba released through workflow.
a.  Approvals will be made by:

7] Departmant Birector

) Einance Director

"1 city Manager

Onco all approvals have been raceived, Finance wifl notify the department through
amafl the grant has been approvad by cliy management.

Does this grant nesd a new projoct string set up for tracking?
(] Yes I Ne

Contact Finance at grants@eome.goy Skip to step 10

Inciude in the emall
a. Name of the grant (Project)
b. What the grant is for (Segment 2)




{Grant Checklist Page 3).

¢. How the grant is funded. Examples: Fedaral, State, efc. (Segment 3)

10. Grantor awarded or denled the grant?

"} Awerded {7} benied

Complete the section "update grant as GComplate the section "update grant as
awarded* within the Grant Information far denied" within the Grant niermation for
Finance google form. Finance google form.

Grant information for Finance Granl Informaiion for Finance

Atiach the grant agreement, denie! lefer, and/or other important documents.
Finance will update the grant within Munis

. Was the grant incorporated into the City Budget and appropriated?

[7} ves 3 No

Finance will enter the grant authority into Dapartment will need to appropriate
Murs once the section "update grant as throtgh the City Council within Granticus.
awarded” has been complefed. Onte the process is complefe with City

Gouncit, Finance will enter the grant
authority into Munis.

12. Boes the authority nesd to be entered into Munis before all the above steps are

completed?
3 ves 1 Ne
Contact Finance et grapta@comagoy Mo action is neaded.

13. Notify Traagury for reimburaament through tho reimburserment form.

Grant Denied
If a grant has baen denled by the grantor, managament, or City department:

1. Complete section "update grant as denled” within the Grant Information for Finance google
form.

Grant Information for Finance
2, Attach the denial lefter or documents to the above form or send to grants@como.goy

3. Finance will update the grant within Munis.
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(Grant Checklist Page 4):

Monitoring and Reporting

1. Departments will have access to view and pull information from grant manager in Munls.
2. Reimbursement requests and reparts will be completed by the dapatment still,

3. Coples of all reimbursement requests should be emalled to grants@como.sov

4. Guldelines required by the grantor are to be followed.

YearEnd Proc re

1. Indicate on the reimbursement requests and invoices which fiscal year they are to be posted 1
10.

2. Only goads and services received prior to September 30 can be posted to the prior year,

3. Any adjustments, corrections, or accruals for the prior year can be made until the first Friday
of November.

Close a Grant

1. Complets seclion "close a grant” within the Grant Information for Finance geogle form.
Grant Information for Finance

2. Finange will update the grant within Munis.
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14.6 Purc_haSe Order Request Examples

mcrty of
Columbia

Utitities
PURCHASE ORDER REQUEST
Project Name:: 3 . ] . Type of Contract:
Contract Amount:’ S : L Contract;
ComractDays:' . . S 'u'endur::
Anticipated NEP: . 0 R S Bid Humber: -
PC No: . ’ ) S AccountNa:

Contractor: <NAME» - ©
| <ADDRESS>
LeaiTy, smTE ZIP>

Project Engineer: : -

Authority for Puldle lmprovement Contract:

Sac 2-450{5] Emergenchur:hasas o o .
Administrative Process: Repor: on Coum:llagenda for meetlng of - . |

Bld Call Crdinanca: Ordinance No. _ - - Passed on __

’ éCDNTE&kﬁTﬂE HAME’% agreed 1o perform the work according to the contract plans and specifications at the cost shown balow.

Itemn # Item. Description Units  Cuantity Drice Cu_st

<CITY, STATE, ZIP>
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= % .
3 _
= & .
= % _
TOTAL - 50

Submitted hy:

<5IGNATURE> - Date

Engineering Supanisor )

NAME> : : _

Approved by : - T  Accepted by:

<S|GNATURES : : ' <3/GNATURE>

#NAME> ' Date =LONTRACTOR NAME= Date

Engineering and Operatians Manager " «ADDRESS>




(Purchase Order Request for Professional Services):

h&. f:ltyof
Columbia

Uitilities
FURCHASE ORDER REQUEST £
PROFESSIONAL SERVICES
Project Mama: - Type of Contract: Professional Services
Conkract Amount: .. ) C Contract!
Contract Days: T o Yendor: L ! E
Anticipated NTE: S B : ) : Vander # : o
) PONo: ... .0~ . o RFP: ...
Account Mo? R
Consultant: -:COMSULTANT} - Project Engineer: :
‘%ADD‘RESS LIRE 1> - '
SADDRESSLINE 2> |
“<PROJECT DESCRIPTION> E

{{:DNSULTANT:* has agreed to perform the work 25 cublined in attached documents.

Subtmitted by:

SNAmEs . T pae E
‘Englnesring Supervisor R : ’

Approved hy:

.'%NAME:* T e o o Date %
Engineering and Dperations Manager - : 1
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14.7 Contact Log Examples

Henderson Branch Sewer

Expressed
Atended iP | Received FH intergst in
Property Owner Parcel Address Mailing Adtiress Commenis Maating letter Connection
Knutson Living Family 1300 N Denninghoff Road 1001 N Denninghoff Road Columbia, MO 65202 spoke 1o it persan, No oppositen yes YES
6650 Sugar Creek, 11C 6550 YW, Sugar Creek Drive 2101 W. Broadway Suite 103 Columbia, MO 65203 iad
Williar & Blair Johnson 6620 W. Sugar Creek Drive 6620 W, Sugar Creek Drive Columbia, MO 65203 spoke L0 i person, fo opposition yes
#Ar. Harris has concerns about the bore across
Darren & Jane Hamis G350 W. Supar Creek Drive 3715 Highwy 5 New Franklin, MO 65274 the read. | have informed him that we will lake  |yes yEs
his concerns into consideration in the design.
Terry 5 Dyann Bulcher 6500 W. Sugar Creek Drive 7900 W. Sugar Creek Drive Columbia, M0 65203 YES
Maheswari Ravindran 5440 W, Sugar Creek Drive 4270 Falls Ridge Dr, Alpharetta, GA 30022 Certifiod fpiter sent -
Courtney Owens £600C W, Sugar Creak Drive 5600 W, Supar Treek Drive Columbia, MO 65203 =g ves
iBechiold Proparties, LC 6401 W Highway 40 509 Russell Blvd. Columbia, MO 65203 ¢fo Donna Bechiold yes yes yes
Faircom - The corporation is werking with
. ) . Engineering Survey and Servites to possibly
ANR Campus UG £300 V. Sugar Creek Drive 1801 Valley Vista Court Columbia, MO 65203 N " yas
connect Lo the new sewer ling. | will send
updated plans 1o ESS when available.
VH Properties, 11C 2011 W. Highway U4 5875 W- Van Born Tavern Road Columbia, MO 85203 Midway Arms - empty lot yes
Dale Wanda Fenton Trust 1001 N. Highway UY 1001 N. Highway UU Columbia, MO 65208 yes
Petr Zagonenko 931 N. Highway UU 931 N. Biphway UU Columbia, MO 65203 yes
Edward Algya 500, N, Hiphway 15 801 N. Higt Ut Col MO 652063 yes e
Dennis H. Meyer 700 N. Highway U4 707 N. Highway UD Columbia, MO 65202 yes
Fraderick E, SchmidL 001 M. Highway G 501 N. Highway UL Columbia, MO 65203 ves
: [ . - . . ~ Engineering meet Mr. Fritz prior to P meeting
Fritz Family Giff Trust 695 M. Righway U 1332 Creasy Springs Reé Columbia, MO 65202 ¢fe J. Luis Crumb Corp andt discussed the project yes
University of Boone County 11012 M. Highway UU 1408 i-70 Dr. SW, Columbia, MO 65203
VH Properties, L 1681 W. VanHern Tavern Rd 5875 W. Van Homn Tevern Roed Columbia, MO 65203 Midway Arms yes
Patrick T. Dougherly 5821 'W. VanHorn Tavern Rd 5821 W. Van Horn Tavern Road Columbia, MO 65203 yes yes yes
fition Rentals 110 5830 W. VanHorn Taverm Rd 2101 W. Breadway Suite 103 Box 132 Columbia, MO 65203 hes
M. Scott has exprassed interest in connediing 1o
MFL Golf L.C G000 W, Vankiorn Taverp Rd 7800 N, Route !, Rochepors, MO 65273 the ¢ity sewer, The sewser line will be built deep yes
esqugh 10 conrect Lhe property by gravity.
G

58



PCCE #35 - Richmond Ave - Contact Log

PROPERTY OWNER

PROPERTY
ADDRESS

CONTACT NAME

COMMENTS -

NOTIFICAT]

GAMMA PHI BETA

808 RICHMOND
AVE

Cindy Wood,
President

0/11/23: Emailed to ask for mailing sddress. Cindy responded with addenss same day.

10/6/23: Cindy left 5 volce message indicating that ng one from Gamma Phi Seta will be able to attend the IP
mecting, but she had 2 few questions,

116/9/23: Retusned her calls she had some general questions about the project process and what 1o expact,
Mantioned possibly bringing the private sewer line along their west and south property ines inte the public
systom, and that we would ask for easements at no cost. But this would make the Clty now responsible for their
maintenance. She said that they were pulir in 2018 or 19 with their recent building project. Mentiored that
construciion would take place over the summer (May-August} in 2024 if everything I ready 1o go, olher wise in
2025,

1/17/2024; Notdied Cindy of the 2/5 Public Hearing by telephone and malled the PH notfication.

Yeg

[iRirn Beray,
House
Manager}

Yes

ALPHA CHl OMEGA

500 RICHMOND
AVE and 305 TIGER
AVE

Karen Neyien,
Treasurer

18/11/23: Emailed to ask for maiing address. Karen resporded with 2ddress same day,

10/3/23: Xaren emailed and indicated that no representatives from Alpha Chi Omega will be able ta atiend the 1?2
Meeting on 10715, Several questions were asked abour the project regarding proposed Uming. impacts o their
property, fate of thalr existing sewer Jines, and project proces. Emailed answers on 1979,

1/17/2024: Notified Karen of the 2/5 Fublic Hearing by telephone and mailed the PH notification.

No

Yes

iU DEUTRON FRATERNAL
CORP (Alpha Epsilon £}

H01 TIGER AVE

Tyler Corsella,
Birector of Facilities

19/11/23: Emailed 1o ask {or maiting address. Tyler responded with address same day.

1/17/2024: Notfied Tyler of the 2/5 Public Hearing by telephone and mailed the PH natification,

ZETATAU ALPHA
FRATERNITY HOUSING
CORP

912 RICHMOND
AVE

Kris Fleming. Yire
Prasident
Canstruction

Yes

No

Yes

{9/12/33: ¥ris verified that they are the correct contact person, and asked for more info on the praoject.
Responded by email with a3 gencral description of the project and indicated that we are planning an il Mecting
or October.

3/37/2024; Notfied Kiis of the /5 Public Hearing by telephone and mailed the PH notification.

4117 12024; After receinving the requedt 10 Sign easementis, spake with Joshua Schenk, Director of Housing, who
had some guestions regasding the projectand its extents, Answered his guestions and emailed Mr. Scheak a
diagram. He responded thaz this is what he was looking for, and wil} discuss the matter with the Board at their
next meeting. He indicated 2 vallingness to sign the easements pending Board approval.

Yes

Ne

Yes

ALPHA GAMMA CHPTR OF
ALPHA DELTA PIHOUSE
CORP

£0% RICHMOND
AVE

e
Sharon Thompson

9/20/23: Called Susan and asked if she was still a good gontact for Alpha Delta Pi. Susanis no lopger the gorrect
person for ADP, She will send a message 1 the surrant board members and have the gorrect contact person gall
or email me.

19/27/23: Callad Susan 1o Jet her know | hads'z heard back about a geed contace person for Alpha Delta Pi. She
thought she emailed me (§ couldn’t find her email). She said to use the 809 Richmond address, £/0 the House
Director, 1 asked if she had a phone number for thesy, sad she s3id she would be Bapay to find that out. Jf she
doesn't email, call her back in 3 few days. L2 Meeting latzer mailed 1o 883 Richmond address, &/ House
Director.

19/29/23: Susan Sridges emailed with contact infarmation for Sharon Thomgson, House Director, who will serve ag
rontact person for alpha Delts Fi, See Contacts list.

1/17/2824; Notified Sharon of the 245 Public Hearing by telephone and mailed the PH notification.

Yes

HNo

Yes
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14.8 Change Order Example

m r;lt.y of

Columbia

Utilities

PROIECT: +PROJECT MAME>
Contract #
PO 4

CONTRACTOR: - <CONTRACTOR NAMES>

{ <ADDRESS> -
| <RITY, STATE, ZjP>

fTEM #  DESCRIPTION

CHANGE ORDER NO. <it>

You are directed to make the folloving change in this contract:
i <DESCRIPTION DF Wﬂﬂ!ﬁ? <CONTHACTOR NAME=agreed to perform the work at the cost shown below.

UNIT QUANTITY
E—

DATE:

CONTRACTDATE: - <DATE>

Aﬂ D

COST TOTAL

TOTAL INCREASE THIS CHANGE ORDER

Griginal Contract Aneunt

HNet changes due to previous change orders
Contract sum prior to this change order
Armount contract increased by this change order

CONTRACY ANMIQUNT TO DATE

Suhmitted by: )
<SIGHATURE> .
ANAMEY
Engmeermg Superwsﬂr
Approved hy:
<EIGHNATURE>
“NAMES

Engineering and Operations Manager
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Arcepted by: SR
| <SIGNTATURE:

<CONTRACTGR:

_<ADDRESS*

<CITY, STATE, ZIP=




;14.9 Request for Contract Payment Cover Sheet Example

W (:lL_v of:

Columbia

Litilities
Project Name: <NAME> ': Type of Contract:
SPEROIECT PHASE> Contract Ha:
PO No::
Contractor: <NAME> g NTP: <DATE>
“ARDRESS> : Contract Days: .
'CITY,STATE, ZIP>! Contract Expires: <DATE> |
Current Contract Amount
Amaunt of Previous Payments
Amount of this Payment Final Payment
Balance Remaining
Paid to date fineluding cusrent payment)
Estimata Estimata
Nurmbar Ampunt Comments
3 . T Feriod through <0ATE> 7"
2 - Pariod froni <DATES through $DATE:
a ; : s
4
5
3
7
4
4 -Final
5
5
5
5
[TOTALS - 5
LConwact Mainternance Eng Amaount || Date
Orignal Contract Amournt . o Req <NUMBER> enterad <IATE>
Emending contrack days to 270 5 = - |lchange Crder ZNn._i_Entered ZBATES
"llchange Order No. 2.- Finat
CURRENT CONTRACT AMDUNT - 5 L.

61




;14._10_ Request f_b_r Cdntra_ct Payment Form Example

emty of b
UEilities
REQUEST FOR CONTRACT PAYMENT DATE:
. ORG DB\JEGT' el pROIEET. | o e - AMOUNT s
—
AMUUNTDUETD CORTRACTOR s i .. r
Vis50E cHEgiTO: =0 CONTRALT INFORMATION
QCQNTRACTﬁ"F-iN I ! Current Contract Amount 5
<ADDRESS> < L Aamount of Previcus Payment § Tl -
<CITY, STATE, ZIP> . . .. Amount of this Payment G -
Balance Remaining §i. ..l
CONTRACT NUMBER :
PO NUMBER . f
E

[ﬂESCﬁIPTIDN DF PR‘O]ECT S R . o
IPavment for materials and wurkparfurmed In construction nf ~<PROJECI’ NAME>
IF*a',' Estimate §9 - Fmal
IPREPAREB B

ENAMES - o e
[Enginetring Supervisor ; -
APEROVED BY

e . Daw
i nglnearmg 3 Dperatlcam Ma nager

<NAME:> ) : © . Dater
JDirecior of Utilities :
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14.11 Affidavit of Compliance with Prevailui'ng Wage Law-Contractor

63

AFFIDAVIT OF CONPLIANCE WITH THE PREVAILING WAGE LAW

Before me, \he underslgned Notary Publis, in and for the Gounly of »

Bltateof _ . . ,personally came and appeared. ...
{Nama)
s e S ofthe_ e e
{Pastinn) Gompany Nams)
ut [Corporation), {Pannership), (Proprislorship), and after being duly sworb, did depose
and say thal all provisions and requliements sel outin Chapter 290, Seciions 200.210
thiratigh and Inclioing 280,340, Missour] Revised Statues, partaling 1o the paymant of
wages 16 workman employed on publio worke projacts hava been fully setsfiad and
thare has bean no excaption to the fl dnd coinplele. conipliance With said provisions
apd requirements and vith Aninual Wage Ordar No,___ Isgned by the Missour
Division of Lapdr Slandards on he dayof Ry ;
ir carrying out the Contract and wark In conneclion wih;

{Nare of Pfﬁ]ecty
jocated at . . in

Gounty, Migsourl, and somplated on the day of

20 :

{Signature)
Personally appeared before me, a Notary Public, within and for the County of

1

Slate of Misseinl, thé parson whoas signature appears sbove, PERSONALLY AND
KNOWN TG ME AND ACKNOWLEDGED, that signad 1he foregolng Afficlavi for tha
purmposes therain stated.

Subscribed and swarm to me this oo Heyef LA
My Commilsalon explres L.
{Notary Publicy




14.12 Affidavit for Final Payment-Contractor

64

AFEIDAVIT FOR FIHAL PAYMENT

T ALL WHOM T MAY CONCERN,
KNOW ALL PERBONS BY THESE PRESENTS, THAT WHEREAS, the undarsigned

Contragtor —~ Address 7 By T T Bk

hereinaftary rafecrsd Lo as Conbrector, and the Glty of Selumble, Missaurl, hardlnaltar roferred to
as Ciwner, frave herelofere entersd ino » caisin wiillen Gontract dated e, dayal
, taveting wark 1o ba performed and matarial {e be furnighed for

B e o o L

S—

Hama of Profect
WHEREAS, Conlractor fias parformad work, and furnizhed matartals as provded under safd

Gantract up ie and including the dale hetsof, ungd upen supplylng proper walver of lene, t6
enllited {o paymant from the Cwner fof tha sum of)

_BoLLARS,

Balanos ol sad Gonlrast

NOW, THERERORE, In wrder lo Induea tha Owner 1o maka payrment af sald sum, and if sald
sum reprasents tha balance due undar said Gonlracl, lo iduce the acceptanca of sald work and
ragterials by the Owner, Centractar hereby reaprassnts (hat all work performad and materaly
furnished undar gald Confract up to and ncluding tha dals hereof, Inoluding work and malerials,
I ny, perfarmed or furnished by subsoniractary and matecal suppilars, have Baen paid in full,
and Conlraslor hersky walves any and all fens, rightas of Hens, snd dalms on or agalist the
premisas at Ihe address above given, or on eny and ell struohunss and buldings located
theraon, arlsing under any law of the Slale wharoln sald promises ars siluated, and henaby
relesss and agraes 1o save harmleas tha Cwaer fram and agalnst any and all elalme for and on
accaunt of wark performed, or materlals urnlshed by or for Gonlractor under geld Contract or
cthanyiss, Corlractor reprasants thal all Selas and Use laxes, if any, applicable to any matarial
furnfshed by of for Contrector, have baen pald In full.

Contresion
Pemonally sppeared bafora me, 1 Motary Public, within and for the Sounly of
Biala of Missouri, he parepn whose signalure appeare abova, PERSONALLY AND KNOWN
TC ME ANWD ACKNOWLEDGED, thel slgned the foregoing Afidavil for ke purposas tharaln
slatad.

Buhscribad and sworm to ma thig o dayol 20
Ky Sommisslen axplros i LB

{Notary Bubllel




14.13 Affidavit for Final Payment and Release-Subcontractor

65

FIttAL REGEIPT OF PAYMENT AND RELEASE

KNOW ALL PERBONS BY THESE PRESENTS, THAT:

FRP - S e i e st it e i 7 2

hevelnafier caled *Subeontracto:” wiv herstolors antared Hho o Subcontrat with

R | (4= (L “Conlraelos, far he
parierance of work andior the fumfaliing of maleral for the conslruclion of a projac! enlitfed:

- {Project Tiile and Project Number)
for (he Cily of Golumbla, Misseur, heteinaller callad *Cwnar”, which sald Subsontract is by this
raéaﬁ'anc.? ingorporatad haraln, In songideratien of auch final peaymant by Conlractor, DDES
HEREBY:

1, ACKNOWLEDGE thal lhey have baen pald In fll al) sums dus them for
averything dons by thern, ar dene by ihelr subcontradters, meledal vendors,
agulpmant and Melure suppliorm, agants and erployaes, of ctherwlid in
parformarnoe of the watk calisd for by (ha afarasald Cobtract snd et motlfcallang
or axiras or additlona tharele, fof tha construction of sald project or olhawias,

%, RELEABE and fully, finally, and forever discharge Gantrietor snd tha Ownar of
and fram ey and all subls end sollons, slafes and damands of whatagesar Kind
or character arilng eutof or i any rmannar relaiad ko anyiklng end sverylhing
dore or omilted by Suboontractor, s agente and emplayess, In ihe perfarmance
of or conniectad with Redhels pedarmanse of sald worl, or alherslse,

3, REPRESENT that alf of ke emplaysas, subzontraclars, makstlsl vandors,
pobipmant and, TB8urs suppliers and averyons olse hos hoen patd in full sl stma
g ftar, ar any of tham, In aonnaclion with perfersiance of sald work, or
anything done o arliad by them of any of thewr in cornaction with the
construction of aald Improvemmants, or olfisrwige.

DATER, this dayaf . . A 20

Hame of Bubceniastor

Typad or Prinied Madts

Signature

Title




14.14 Affidavit for Séttleme_ht of Cl'a'im-s-_Subcpntractor

66

Sponser.
Teojest

CONTRACTORS ARRIDAVIT
REGARDING
SETTLEMENT OF CLAIME

T bes expantsdd and fitad in duplicete)

Tothe . o e

This by fo eerdfy thist all lnvelil olalms for matecial, lubrdpants, fual, soel, coke, repairs or
machinery, grocgdes and foodstuffs, equlpment and tocls consumsad ar userd In connection with tho
sonstotion of the shove menlioned praject, and nf knswrance premivms, both compensation and all eher
kinds of Insutance on sald work, and for all lebar pacformed 1n snid work, whether by subcoutreetor g
claimant b porson or By bis emploves, agent, servont, bailes oc bailor have been pald and dischasged,

Coﬂﬁac!ur

{Title)
By i .

{Title)

STATROP _
B
COUNTY QR
Bubseribed and gworn to before s this dyy of | N S
Holaty Babito
{SHALY
iy Comelsglon axploes , 20
FIGXI-B . Riviead 03-25:00




14,15 Disadvantaged Business Enterprise (DBE) Documentation

{CONTRACTORS LETTERHEAD)
Date
Subject:

Disadvantaged Business Enterprise (DBE) Documentation
Praject No.

TO: City of Columbia

In accordance with the Disadvantaged Business Enterprise Contract Provisions, we have listed balow the
DBES used ani this project and the work they performed. The list also shows the actual dollar amount we
paid to each DBE that is applicable to the percentage participation set forth in the contract.

DBEs:
ABC Construction (fist work petrformed)

XYZ supply & Hauling {Supply Materials ~ 60%
$1,000 x 60%)

{Supply materizls — 100%}

{Hauling materials)

If you desire further information, please advise,
Regards,

{Mame of Construction Company)

[signature and itle)
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14.16 Intere'st'ed Parties Notification Letter '_ )

R N

>%ﬂ.:{';lty of
Columbia

Utilities

<DATE letter is mailed:

TO: Property owners an -\:“ADDRESS,\'LDCAT[DN =
fiE: Interested Parties for <PROJECT NAME =
Dear Property Ownier or Interested Party:

The City of Columbia has prepared prellmmanr plans for construction. of irrofect

NamefLocatmm’Erlef Descriptiun of prwec&fmentmn the area l:lemg served]. (See
attached diagram).

The Utilities Department has scheduled an informal meeting for these interested in
the pmject to view and comment on the preliminary plans. The meeting wilf be held
on [Daf:e Tlme, and Locatlcm]

information and diagrams. showing preliminary concepts will be availzable for public
review, and City staff will be present tc answer guestions.

This invitation is being sent to those who are chasest to the project, but anyone
interested in the project is welcome. We hope you are able to atbend this mesting to
Yearn mcre about the project. §F you have any questions regarding this meeting,
please contact [Project 'Enginéer' Naméj at [Phone# or at [Evwill.

Respectfully,

City of Columbia Utilities Department
" [Signature]

..[E.r'lgl'neer Nam:e-} _

Enginesaring Supervisor




14.17 Door Hanger Example

69

.}}E-.{'city of
Columbia

Date:

Dear Resident:

The City of Columbia <Utility>.is
planning a project in your
neighborhood in the near fu-
ture. Some of this work may oc-
cur in or adjacent to your yard.

Please contact the <Utility>

Engineering Division at

<PHONE> to learn how this pro-
ject may impact your
property.




:14.18 Sign-In Sheet

(Take a minimum of 2 to the IP Meeting):

'vﬂ

P,
CA&.flLy of b‘ E
Utilities .@

- <PROJECT NAME>
Sign-in Sheet
<DATE>

Name Property Address Phene # and/or Email §
|-
E
B
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14 19 Interested Parties Informat[onal Handout/Agenda

(Take a minimum of 10 to the IP Meeting):

S;v:“<c:|l:§3,f of
Columbia

Utilities

<PROJECT NAME>

f<DATE=

PURPOSE OF TODAY'S MEETING

= [nform residents and other interested parties of the proposed projact
* Provide an opportunity for people to ask questions about the project

+ Provide opportunity Tor citizen comment and input.

+ Explain the process and tentative schedule for this project.

* At this meeting, you have the opporkunity to ask questions and offer suggestions or
comments on the proposed project.

«  You may submit written comiments on forms available at the mesting or as a separate
[etter.

Comment forms may be presented to us today or mailed latar to the address on the comment
form.

Letters may be addressed to any of the halow Histed project contaets,

.. Comments may also be forwarded via E-mail to 4FROJECT ENGINEER:{&mec‘g ' or
_ <ENGINEERMG SUFERVISOR: Beomo. ooy

Please forward comments to us within ten days {10) following today’s meeiing.

PROJECT CDNTACTS AT YHE CITY OF COLUMBIA

| <PROIECT ENGINEEF ° <NAMES T | <NAME>

" Profect Engineer Engineering Supervisor Engineering & Operatmns Maﬂager
<UTUTY EIHiSIGN:" . <UTILITY DIVISION> ZUTILTY DRVISION >
City of Columbia City of Columbia City of Cohimbia
PO Box 6015 PO Box 6015 - . PO Box 6015

- columbia, MO 65205 Columbia, M 65705 Colunibia, MO 65205

<PHOME MUMBER>

<PHONE NUMBER>

<PHONE NUMBER>
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{Interested Parties Informational Handout/Agenda Page 2):

72

PROJECT INFIRMATION

Problem: [Brief description of issue]

Solution: [Brief description of solution]

PRONECT PROCESS / TENTATIVE SCHEDULE

informal meeting with interested parties {Today’s meating)
a Dpportunity for public input

Public Hearing at City Council Meeting {6 month — 1 year from IP date)
a  Netice of the Public Hearing date to be mailed ta interested parties
o Copy of the report to Council to be mailed to interested parties
o Dpportunity for public input

Easemnent Acquisition [YYYY) [+1 year]

Final Plans and Specifications {YY¥Y) [+1year]

Construction (YYYY/YY¥Y) [+2 yaars]




14.20 Interested Parties Public Comment Form

(Take a minimum of 10 to the IP Meeting):

‘g{city of
Columbia

Utilities

FUBLIC COMMENT FORM

ROIECT NAME> -

We would appreciate hearing your thoughts about this project. You may make conmments on this form and
leave it with City staff at today’s meeting or take it home to fill out. Please wiite legibly, include your
complete mailing address, and sign your comment form.

Comment forms can be mailed ta: - *PROJECT ENGINEER,
SEUTILITY NAME> :
 City of Columbia
"POBox&015" ¢
-Columbia, MO 65205 |
Comments may also be emailad to: ZPRQIELT 'ENGINE;ER}@ 't.BI';I‘Ia_.g-\l'JV'
{please ndude ’?’(’PﬁQ}ECTNAMEﬁ” in the subject line and provide your name and complete maliing address)

We are occepting comments until iDA?‘E}. Thank you for your input!

Signature:

Name E-raif

Muoiling Address City .State Zip
Conmments:

There is more space on the back of his form.
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14.21 Project Graphic/Location Map Example

i

Legend
& City Sewer Manhole
@& BCRSD Sewer Manhole
uee Gty Gravity Sewer

- N HWY Uy

— BCRSD Gravity Sewer

==m== Drivate Gravity Sewer
. . Proposed Sewer

=g
m g CRy Boundary

Parcels Property of Boone County
I ! i 1 1

*3 N Earhland Rd

" g

5
>

S
3,\
%
%

pd

o .V-JNN. City of Columbia, Missouri

-... q

0 250 500 1,000 Feet J Utifities Departmen

I T N B Henderson Branch Sewer
Scale Exhibit A

Scale:AsShown | DeawniJKM | Date 3222078
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14.22 Public Hearing Notification Letter

__%'tity of
Columbia

Utilities

<DATE=
TO: Property awners along <ADDRESS/LOCATION » g
RE: Public Hearing for <PROJECT NAME » .

On Monday, <MONTH DAY, YEAR: the City Council will hold @ pubkc hezring
cunhém’lﬁg the “PROJECT NAMES, The public hearing will ba held at the City Council’s
regularly scheduled meeting which baging at 7.08 p.m. in the City Council chambers
on the first flocr of the City Hall addition at 701 East Broadway.

The project will corsist of <PROJECT DESCRIPIION>, This Jetter is being sent to
property oWners in the area of construction to notify them of the public hearing. A
copy of the mema to the City Countil sutlining the recommendations for the praject
and a location diagram are sttached.

After the public hearing and following consideration of any gublic comments, 1_:he_ City
Cound| will dedde whether or not to proceed with design of the <PROJIECT NAME=.,

Please be advised that any lendowner of property interests being acouired for this
praject has the right to submit alternate lecation progosals for a period of up to and
including 20 days after recelpt of a Written Notice of the Intended Acquisition. A
Written Notice of the intended Acguisition will be given to all iandowners of property
interests peing acquired onee the Right of Way Plans have been appraved and the
achuisiticn process has begun. Proposals for alternate lacations shall be in writing E
and destribed in such detail that the akernate location 1s clearhy defined. Please
submit such proposzls to Wendy Vster, Property Acnuisitlan Manzger, at 701 E.
Broadway, P.O. box 6015, Columbia, Missour| 65205.

.. o ]
Funding for this project shall be made from <FUMDING SOLRCE> and from such other E
funds as may be lawfully appropriated. Should you have any questions, please
contact <ENGIPEER> of my staff at <PHOME=.

Sinceraly, E
CITY OF COLUMBIA UTIITIES DEPARTMENT

* <Signature, Title>
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14_:._23'Example of Signed Resolution for PUinc Hearing

76

Introducsed by ymece Councll Bill No, R 149-21

ARESOLUTION

setting a public hearing: declaring the necessity for the
prepesed eonstruction of the Landfill Fuel Stalion mprovement
project located at 5700 Peabody Road to Include the
installation of two (2) diesel fusl dispensers and metal canopy
with lights, concrele pavermnent, storm waler Injat and piping,
and upgrades to the mechanical and electrical systams and
extsting cantrol and fuel monitoring equipment; stating the
nature of and the estimate of the cost of the proposed
Improvement; providing source of funds for payment for the
propasad improvement; and providing for complignse with the
prevalling wage law,

WHEREAS, an online Interested parties meeling was held from April 9, 2021
through Aprit 28, 2021 and an In-person interasted partles mestlng was held on August {2,
2021 by the City Utilities Deparfmant - Solid Wasto Diviston for the proposed construction
of the Landiill Fuel Station improverment praject located at 5700 Peabody Road ta Include
the installation of lwo (2) diesel fusl dispensers and metal canopy with lights, conorete
pavemant, storm water inlat and piping, and upgrades fo the mechanlsal and electrical
systems and existing control and fuel moniloring equipment.

NOW, THEREFORE, BE IT RESOLVED BY THE COUNCIL OF THE CITY OF
COLUMBIA, MISSOURI, AS FOLLOWS:

SECTION 1. A public hearing In respect to the proposad publle improvements set
forth herelin will be held in the Gounclt Chamber of the City Hall Bullding, 701 E. Broadway,
Columbla, Missouri, at 7:00 p.m. cn October 4, 2021, The Gity Clerk shall cause notice of
this hearing o be published in a newspaper pubilshed In the City.

SECTION 2, The Clty Councill deems the proposed construction of the Landfill Fyel
Statlon [mprovement project located at 5700 Peabody Road, necessary to tha welfare and
improvement of the Ciy but desires to hear from the public prior te taking further action to
authorize construction of the project. Specific improvements include the following:

1. Installation of two (2) diesal fuel dispensers containing two (2) nozzles per
dispenser.

2. Installation of a 32-foot by 71-fool metal canopy with lights over the added
fuel dispensers.

3 Construction of approximately 11,000 square feet of concrele pavement.
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(Public Hearing Resolution page 2):

77

4, installation of a storm water Inlel and piplag.
8. Upgrading machanical and electrical systams,
6. Upgrading exlsting control and fuel monitoring equipment.

SECTION 3. The nature and scope of the proposed improvement shall consist of
furnishing al labor, materlals, transportation, Insurance and all gther items, accessorles
and incidentals thereto necessary for the complete construction of the improvements.
Following the public hearing the City Counell shall determine whether it [s in the public
interest to make the proposed public impravements ar any part thersof,

SECTION 4., The estimatad cost of this proposed improvemant Is $450,000.00,

SECTION 8. Payment for this preposed impravement shall ba madse from Solid
Waste Ulility enterprise revenue funds and such other funds as may be lawfully
appropriated,

SECTION 6. Any work done In connecilon with the construction of the proposed
improvement specified above shall be In compliance with the provisions of the prevalling
wage [aws of the State of Missouri,

ADOPTED this 2Ok~ day of QSQPMEV L 2021,

ATTEST:

City Clerk, Mayor and Presiding Ofilcer

APPROVED AS TQ.FORM:

Cﬂ{}@r




%‘14.24 Construction Notification Le’gter-geheric .

t%.‘cit:y of
Columbia

Utilities

To: Property Owners and Residents along <EOCATION>
From; <ENGINEER™: :
Date: ~ <DATE»

Re: Canstruction Notice

Project: <PROJECT NAME>
Contract # <KXXX000C

Beginning <DATE> {weather permitting), <COMTRACTORS will begin work on the above ]
referenced project. The work is expected to be completed by <TIMEFRAME>. E
<DESCRIPTION OF WORK INCLUDING GENERAL LOCATION, EXPECTED ROAD CLOSURES

Shauld you have any guestions, please call INSPECTOR>, Project Compliance Inspector,
at <PHONE®
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14.25 Daily Inspection Report—EIé.t:tric_

Daily Inspection Report — Electrie Date:
Project: Contractor:
WO # Inspector:
Conduit:
Type Size Length Convmercial | Residential Joint Trench

Foundations/Manholes/Boxes/Pads/Risers/S.L. Poles:

i Type/Name Size Commercial Residential

Rock Excavation: Lacation (joint trench): Linear Feai:

Signed:
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:14.2_6 Daily Inspection Report-Water

Daily Inspection Report - Water

Froject Captractor
Actauntit InspactedBy
Plpe
Type Brand Spec PC size Lesigth ™w

Flttings
Hings #

Type Brand Size [3:1-1 festraints
Valves ;
aes Type Bratd Spec Size
Hydl, o . )
FH # Brandf Model Buiy Dapth Tea/Tap Slee, Brand Valve Size, Type, Brand
RockExcavation
Leication i
Cuble Yards Linasr Faat
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j'_14.27 BMP I'hspect'io_n_ _Répor_:t-__S_ewer_/Stormwat'er

o umbla

Sewer & Stormwater Uthitles BMP Inspection Report
Client: Date:
Project: Project NO:
Contractor: Job Superintendent:

Taday's Weather: Temp: _______*F Other
Previous Precipitation: Rain: Snow: Sleet: Other:

Bascribe Precipitation/Runoff:

Obsarvations of BMP Effectivenass:

Actlons Taken to Correct Deficiencles:

List Areas Where Land Disturbance has Stopped:

Other Recommendations/Discusslons with Contractar:

Other Discharges {l.e.: Hazardous Substances, Oll, Etc.):

Obsarvers Signature:

SE3A TS0 A0 % R ) I:hm{(}"a H @
@ - . i Fohdn noey

AL B2 Jas i Colvrrbu Mouasagn whallh

R T T T NNl P ST R S T S F AL
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14.28 Daily'lnsp_ec':'tion Réport-Se_wer_/StOrmwater

v.. Inspector’s Pay Quantity Report {IFQR]
tﬂs.city of

» b Bttt e
Columbi
. O u m b Ia Temperature: Weather Conditions:
Sower £ Stormvrater Ueiithes Low: AR,
High: P.M. \
Contract 10
Contractor: —— Calandoer Days Allowed: —_—
Superintardent ; — Lolander Days Remaining:
Comments ¢

Number of Fersonnel

Gencboborms - Truck Dilvers e FURIRERS fron Workers . Comenters_

FOPEMan o PEETOTNS Superinterient Other
Egulpment

Trucks Excavators Shidinaders Backhoes High Lifis _ Bazers

COMpactans ... Rollers . Breakers Teactors Crangs Power Gurbery ”

Dther Equpmant
Work ttems
Line item Contractory Station 9 .
Nembar Lreseription Ceantity | Swbcontrector Loogtion Fram Yo

E

Inspegtays e Title:
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14.29 (Not Used)

14.30 Pre-final Inspection Report-Generic

83

Utilities £
PRE-FINAL INSPECHON REPORT
<Datg}
A:Cuntmct_dﬁ'_ﬁlamep :
. <hddress> - :
<City, State, Zips

PROJECT:  -<Project Name>
Contract #<i>, PO § <>

Recenthy, Linspector Mame> conducted & pre-final inspection on the above-referenced praject. The
following items will require your attention prior to final scceptance and approval of this work by the

Ciby:

1. <Enter Descriptions

Please contact <Inspector Names of my staff at <PHONE> when making the above-noted corrections. If
you have any guestions or comments, please do not hesitate to call.

Sincerely,
CITY OF COLURBLA UTIITIES BEPARTMENT E

<NAME?.
Engineering Supenisor




14.31 Final Inspection Report-Generic

’}X“}(Zity of =
Columbia

Utilities
FINAL INSPECFION REPORT
| <DATE»
ﬁCQNTRACTORﬁ :
- “ADDRESS>
" <BTATE{ZIPCODE>

PROJECT:  <PROJECT NAME>
Contract # =HA-XK00

Recenthg: :INSFECTQE:-”: conducted a final inspection on the above-referenced project.
The following will be required prior to fina! acceptance and approval of this werk by the
City.

1. sl work items have been addressed.

Entlosed you will find Exhikits B, Fand & of the confrach documents. These forms must
be completed, notarized, snd returned to this office before final payment can be
releasad.

Payrolls for all subcontractors on this project must also be submitted prior to release of
final payment. Each subcontractor must also submit a notarized affidavit of compliance
with the prevailing wage law form.

Please feel free to contact <INSPECTOR> of my staff at <PHONE NUBBER> if you have any
guestions concarning this project.

Sinceraly,
LCITY OF COLUMBIA UTILITIES DEPARTMEMT

<HAMES
Enginearing Supeivisor

Enclosures

i Purchasing Department
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714.3'2 Final Inspéttidh R'epé'rt'—.EIectr_ic_ )

S SR

R e

FINAL INSPECTION REPORT - ELECTRIC

Project: Contractor:
Account #: Inspector:
Developer:
Conduit:
Utility Size Spec. Length Commercial  Residential Joint Trench E

Foundations/Manholes/Boxes/Pacls/Risers/S.L.Poles:

Uity EBiza Spet. MNumber Conpiercial  Residential Joint Trench
Joint Trench: Tel. linsar feet; TV linzar feet: Orther:
wifrock: wiroek: WOk,
Uty
Rastoration Completa: P
Project Complete Date:

Project Was Conslnicted In Accordance With City OF Golumbia Specifications.

Project Compliance Inspecior: Data:
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%_14.33 Final Ihsp_e‘cfion Rep'or't-_W_atér

T S o o E e A T

FINAL INSPECTION REPORT

86

Project Comipliamce Inspecior:

Project Contractor:
Account #: Inepactorn:
Pipe:  Typas Branid Spes, PG Size Length ™ Diff. Pay
Fiflings: Mo, Type Brand Size Desc. Restr, No. Type Brand Size Desa. Raslr,
Valves: Mo. Ty Brand Siza Mo Type Brand Siza
F.H: Mo, Brand/Model Bury Depih  TealTap size ype,brand Cutoff valve size type,bramd
Traces Wire Continuity Test: PASES
Main Disinfected: Bamples Pass:
Lire Pressure: Pal Pressure Test: PASS Leakags Test, Pass
CLEAN-UP: Land Restoraficn Complefe; A WalkiPav't. Repair Complete: 113
ROCK EXCAVATION: Cubie Yards: NA Lineal Fest: MA
PROJECT COMPLETE: PART COMPLETED: o %

Water Main Was Constructed In Accordsnce With City Of Colurnbia Specifications For Water Main Construcion.

Date:




;14.34'Example of Final Acceptance Letter-Generic

'?.zs:c:ity of .
Columbia |

HNAL ACCEPTANCE

PROJECT: | <Project Name>:
© Contract #<Number>

CONTRACTOR: <Contractar Name
<Address>
<Clty, State, Zip> © |

This letter is to inform you the construction of the above-referenced project has been
satisfackorily completed.

Please feal free to contact this office if you have questions regarding this project.

Sincerely,
CITY OF COLUMBEA UTILITYES DEPARTMEMNT

 <Name>» |
Direchor
City of Columbia, Misseuri <iltility Birector Name=
<utilTty Ofvision> Registered Professional Engineer
P43, Box GOLS PE-<Numbar>

Columbia, Missouri 65205
{573} 441-5530

Project: <Project Nama>

Location: Colurnbia, Missouri

Date of Acceptance:
C Purchasing
dMapping Section

Engineering B Operaticns Manager
<Utility Division> Maintenance Superintendent
<Uitility Divisian> Supsrvisor
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14.35 Warranty Inspéct_ion Répoft —Ge_ne_f*ic

.4& ctyof
Columbia .g-
Utilities
WARRANTY INSPECTION REPORT
. <DATE®

| <CONTRACTOR>
* <ADDRESS:
W STATE/ZIPOODES

PROJECT: | <PROIECT NAMES
Contract # <XXN-KKIOG

Recently, <INSPECTORS conducted a warranty inspection on the above-referenced g
preject. The following ftems wili require your sttention prior to release of warranty
responsinilities by the City.

vy o

Hooa

Please feel free to contact ANSPECTORS of my staff at <PHONE NUMBER> if you have any !
questions concerning this project. &

Sincerely,
CITY OF COLUMBIA UTILITIES DEFARTMENT

=MName> ;|
Engineering Supervisor
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