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1. INFORMATION FOR PROPOSERS 

1.1 BACKGROUND INFORMATION 

1.1.1 Prospective Service Providers are invited to submit a proposal to the City of Houston, 

Texas (City) to provide full-service operation and maintenance of the Greater Northeast 

Houston Service Area Water and Wastewater Utilities and Facilities for a term of three (3) 

consecutive years with two one year options beginning July 1st, 2010. 

1.1.2 This Request for Proposals (RFP) has been issued by the Director to provide proposers 

with information, guidelines, and rules to prepare and submit a Proposal.  Proposals must 

satisfy all criteria established in this RFP to qualify for consideration. 

1.1.2.1 The Director shall mean the Director of Public Works and Engineering for the 

City of Houston or his designee. 

1.1.3 The title of the work described in the RFP is “Operation and Maintenance Services for 

the Greater Northeast Houston Service Area Water and Wastewater Utilities and Facilities.” 

1.1.4 The contract manager will be the Department of Public Works and Engineering located 

at the following address: 

4545 Groveway 
Houston, TX  77087 
 

1.1.5 The purpose of this project is to effectively manage operation and maintenance of the 

Greater Northeast Houston Service Area Water and Wastewater Utilities and Facilities. 

1.1.6 The objectives are to lower the capital and operating costs of all aspects of water and 

wastewater treatment, distribution, and collection, to improve the quality of water and 

wastewater services, and meet all regulatory requirements. 

1.2 NOTICE TO PROPOSERS 

1.2.1 The RFP may be examined at the City offices located on the second floor of 611 Walker, 

Houston, TX 77002.  A copy of the RFP may be purchased from the City at the same location.  

On receipt of the RFP, proposers shall verify that documents are legible and complete. 



 

 

1.2.2 Proposers shall be responsible for inspecting each facility and reviewing data provided 

by the Director.  All available documents necessary to prepare the Proposal will be accessible to 

proposers.  Failure to inspect each facility and review available data shall not relieve the 

proposer from responsibility for proper use of available information in preparation of the 

Proposal.  Questions and requests for additional documents must be submitted in writing via e-

mail to David Guernsey at David.Guernsey@cityofhouston.net, no later than 5:00 p.m. on 

Thursday, January 7th, 2010. 

David Guernsey 
Assistant Director 
City of Houston, Department of Public Works and Engineering 
319 St. Emanuel 
Houston, TX  77002 
 

1.2.3 If a proposer discovers any ambiguity, inconsistency, or error in the RFP, the proposer 

shall be required to seek an interpretation in writing as described in the previous paragraph 

before submitting the Proposal or otherwise shall be prohibited from taking advantage of such 

ambiguity, inconsistency, or error.  If the proposer has not received a written clarification, the 

proposer shall be required to submit the Proposal on the basis of the highest price necessary to 

complete the task in question.  Verbal discussions and answers are not binding. 

1.2.4 The Director will reply to written questions and requests for clarification by addendum 

and proposers of record will be notified via e-mail when an addendum is available.  Any 

addenda issued to the RFP become a part of the Agreement.  Addenda will be issued by the 

Department of Public Works and Engineering in the City offices located 319 St Emanuel, 

Houston, TX 77002.  Proposers shall be responsible for obtaining addenda after notification.  

Each proposer shall be responsible for ascertaining, prior to submitting a Proposal, that he has 

received all addenda issued. 

1.2.5 Written proposals, other submissions, correspondence, and all records made thereof, as 

well as negotiations conducted pursuant to this RFP, shall be open and public after award of the 

Contract, in compliance with Texas law governing public records and meetings.  Proposers 

acknowledge that all information contained within Proposals submitted in response to this RFP 

is part of the public domain as defined by the State of Texas Public Information Act.  No 

information shall be labeled “Confidential” unless exempted under said law. 



 

 

1.2.6 Proposers shall comply with City of Houston, Tex. Ordinance 95-336 (March 29, 1995) 

and Exec. Order No. 1-2 (June 14, 1995), and City of Houston Affirmative Action and Contract 

Compliance Division Minority/Women Business Enterprise (M/WBE) Procedures (June 1995), 

which revises Minority/Women Business Enterprise (M/WBE) Ordinance (Houston City Code, 

Ch. 15, Art. V).  The selected proposer will be required to comply with provisions of the City’s 

Equal Employment Opportunity Ordinance and to make good faith efforts to achieve a M/WBE 

participation goal of at least 14 percent of the total value of the Contract (i.e., Basic Services 

plus Additional Services). 

1.2.7 A Pre-Proposal Conference will be held at 611 Walker, Room 2137, Houston, Texas 

77002 on Thursday, January 14th, 2010, at 1:00 p.m. 

1.2.8 The Proposal, submitted by the Service Provider awarded the Contract, will be 

incorporated by reference into the Agreement. 

1.3 RESERVATION OF RIGHTS 

1.3.1 City reserves the right to not award a contract if it so chooses. 

1.4 PROPOSAL CONTENT 

1.4.1 The proposal shall identify all terms and conditions associated with the services included 

in the Proposal.  At a minimum, the technical proposal shall contain the following items (10-page 

maximum for each section): 

• Executive Summary 

• Service Provider Information 

• Proposed Operating Plan 

• Performance Bond Letter of Commitment 

• Documentation of Certifications 

• The cost proposal shall contain the following items: 

 Price Proposal Forms (refer to Section 3) 

 Bidders’ Bond  (Exhibit 2) 



 

 

  Performance Bond (refer to Exhibit 3) 

 Affidavit of Ownership (refer to Exhibit 4) 

 Conflict of Interest Questionnaire (refer to Exhibit 6) 

 Drug Form (Exhibit 9) 

 Pay or Play Certificate of Agreement ( Exhibit 12) 

 Maintenance Performance Statutory Bond ( Exhibit 13) 

1.4.2 The Proposal shall be submitted on 8½ x 11-inch sheets in one loose-leaf binder with 

original signatures, labeled section dividers and 8 PDF copies on separate CDs.  Text shall be 

double-spaced, and pages shall be single-sided use type font Arial size 11.  Proposers must 

respond concisely to each of the requirements or questions presented in the following 

subsections.  Each requirement or question must be responded to separately, with the 

requirement or question preceding each response. 

1.4.3 In the “Service Provider Information” section of the Proposal, proposers must provide the 

following information in a clear and comprehensive manner.  Failure to do so may result in 

disqualification. 

• Provide the full name, tax identification number, and main office address of the entity 

that proposes to enter into the Agreement with the City and the proposed guarantor. 

• Identify when the entity and its guarantor were organized and, if a corporation, where 

incorporated. 

• State how many years the entity has been engaged in providing water and 

wastewater system operation and maintenance services under its current name. 

• Identify the subcontractors and suppliers that the prospective Service Provider 

intends to use to perform the work described in the RFP.  All subcontractors and 

suppliers are subject to approval by the Director. 



 

 

1.4.4 In the “Operating Plan” section of the Proposal, proposers shall provide the following 

information in a clear and comprehensive manner: 

1.4.4.1 Describe in detail proposed plans for management, operation, and 

maintenance of the Greater Northeast Houston Service Area Water and Wastewater 

Facilities including; but not limited to, project organization, organizational expertise, 

subcontractor roles, standard operating procedures, innovative approaches, and 

utilization of computerized maintenance management and Supervisory Control and Data 

Acquisition (SCADA) systems. Discuss any proposed improvements in operation and 

maintenance of the Greater Northeast Houston Service Area Water and Wastewater 

Utility. Specifically address compatibility of the Service Provider’s approach with the 

Director’s objectives. 

1.4.4.2 Describe the maintenance program to be implemented by the prospective 

Service Provider to ensure that the capital investment made by City in existing and 

future utilities and facilities will be properly maintained and that the condition of 

equipment and facilities will be adequately tracked and documented. Include specific 

maintenance programs for mechanical equipment, instrumentation systems, electrical 

equipment, buildings and grounds. The maintenance program should include provisions 

for existing equipment not currently being used and equipment that might not be used in 

the future. 

1.4.4.3 Describe proposed plans for processing and disposal of biosolids from each 

WWTP.  There is equipment in place to use the Bioset Process for handling biosolids, 

but it is up to the provider to determine and notify the Director what the proposer’s plan 

is for handling the biosolids.  The approval for handling is solely the Director’s. 

1.4.4.4 Provide a detailed staffing plan indicating the number of full-time, part-time, and 

temporary positions that the prospective Service Provider considers necessary to 

provide services at a level that meets or exceeds specified requirements in the RFP. 

• Summarize the staff required in a format similar to Table 1 below. 

 Include job titles, duties, and certification levels for each employee. 

 Provide a list of key personnel (i.e. project managers, chief operators). 



 

 

 Provide a schedule that details the coverage for each shift of the proposed 
workweek including weekends and holidays. 

 Describe in detail the costs necessary to achieve and maintain the Service 
Provider’s staffing plan. 

Table 1 

Greater Northeast Houston Service Area 

Example – Staffing Plan 

Number of Positions Type of 
Employees 2010 2011 2012 2013 2014 2015 

Operation       

Maintenance       

Laboratory       

Total       

 

1.4.4.5 Provide a transition plan including temporary, short-term operational 

procedures and activities from contract execution through full assumption of 

responsibility. 

 
1.4.5 If the selected proposer does not execute the Contract and furnish the required bonds 

within five (5) working days after the notice of award, the City will retain from the security 

deposit an amount equal to the difference between the bid of the selected proposer and the bid 

of the proposer who finally receives the Contract. 

1.4.6 Proposers must provide letters of commitment from a State of Texas licensed bonding 

company to provide a performance bond as specified in Section 2-Supplementary Conditions.  

The performance bond letter of commitment must specifically accept the performance bond 

language stipulated in Document 000610-Performance Bond, located in Exhibit 3.  In addition, 

the letter must acknowledge that the performance bond will be supplied in the dollar amount 

stipulated in Exhibit 3. 



 

 

1.5 PROPOSAL SUBMISSION 

1.5.1 The City Secretary will receive Proposals until 4:00 p.m. local time on Thursday, 

February 18th, 2010.  Respondents may deliver their proposals to the City Secretary’s office at 

the following address: 

City Secretary’s Office 
City Hall Annex, Room P101 
900 Bagby 
Houston, TX  77002 
 

Alternatively, respondents may mail their Proposals to the following address: 

City Secretary’s Office 
P.O. Box 1562 
Houston, TX  77251 
 

1.5.2 Proposals shall not be valid unless sealed in a single, opaque envelope or box.  On the 

outside of the envelope or box, clearly identify the proposer’s name, project name, and file 

number.  The outer envelope or box shall contain two (2) additional sealed envelopes or boxes.  

The technical proposal shall be sealed in one envelope or box, which shall be clearly marked as 

containing the technical proposal. The proposal shall be sealed in the other envelope or box, 

which shall be clearly marked as containing the proposal.  One (1) original copy of the technical 

proposal and one (1) original copy of the proposal must be submitted.  Failure to comply with 

these requirements may disqualify the Proposal. 

1.5.3 Cost proposals for Basic Services must be submitted on the prescribed form in 

Section 3–Price Proposal Form.  All blank spaces must be completed, printed legibly in ink or 

typed, and no changes shall be made in the phraseology of the form or in the items mentioned 

therein.  At its sole discretion, the Director may reject any proposal that contains any omissions, 

erasures, alterations, additions, irregularities of any kind, or items not called for, or which does 

not contain a price for any item in the price proposal form. 



 

 

1.2.6 Proposers shall comply with City of Houston, Tex. Ordinance 95-336 (March 29, 1995) 

and Exec. Order No. 1-2 (June 14, 1995), and City of Houston Affirmative Action and Contract 

Compliance Division Minority/Women Business Enterprise (M/WBE) Procedures (June 1995), 

which revises Minority/Women Business Enterprise (M/WBE) Ordinance (Houston City Code, 

Ch. 15, Art. V).  The selected proposer will be required to comply with provisions of the City’s 

Equal Employment Opportunity Ordinance and to make good faith efforts to achieve a M/WBE 

participation goal of at least 14 percent of the total value of the Contract (i.e., Basic Services 

plus Additional Services). 

1.2.7 A Pre-Proposal Conference will be held at 611 Walker, Room 2137, Houston, Texas 

77002 on Thursday, January 14th, 2010, at 1:00 p.m. 

1.2.8 The Proposal, submitted by the Service Provider awarded the Contract, will be 

incorporated by reference into the Agreement. 

1.3 RESERVATION OF RIGHTS 

1.3.1 City reserves the right to not award a contract if it so chooses. 

1.4 PROPOSAL CONTENT 

1.4.1 The proposal shall identify all terms and conditions associated with the services included 

in the Proposal.  At a minimum, the technical proposal shall contain the following items (10-page 

maximum for each section): 

• Executive Summary 

• Service Provider Information 

• Proposed Operating Plan 

• Performance Bond Letter of Commitment 

• Documentation of Certifications 

• The cost proposal shall contain the following items: 

 Price Proposal Forms (refer to Section 3) 

 Bidders’ Bond  (Exhibit 2) 



 

 

  Performance Bond (refer to Exhibit 3) 

 Affidavit of Ownership (refer to Exhibit 4) 

 Conflict of Interest Questionnaire (refer to Exhibit 6) 

 Drug Form (Exhibit 9) 

 Pay or Play Certificate of Agreement ( Exhibit 12) 

 Maintenance Performance Statutory Bond ( Exhibit 13) 

1.4.2 The Proposal shall be submitted on 8½ x 11-inch sheets in one loose-leaf binder with 

original signatures, labeled section dividers and 8 PDF copies on separate CDs.  Text shall be 

double-spaced, and pages shall be single-sided use type font Arial size 11.  Proposers must 

respond concisely to each of the requirements or questions presented in the following 

subsections.  Each requirement or question must be responded to separately, with the 

requirement or question preceding each response. 

1.4.3 In the “Service Provider Information” section of the Proposal, proposers must provide the 

following information in a clear and comprehensive manner.  Failure to do so may result in 

disqualification. 

• Provide the full name, tax identification number, and main office address of the entity 

that proposes to enter into the Agreement with the City and the proposed guarantor. 

• Identify when the entity and its guarantor were organized and, if a corporation, where 

incorporated. 

• State how many years the entity has been engaged in providing water and 

wastewater system operation and maintenance services under its current name. 

• Identify the subcontractors and suppliers that the prospective Service Provider 

intends to use to perform the work described in the RFP.  All subcontractors and 

suppliers are subject to approval by the Director. 



 

 

1.4.4 In the “Operating Plan” section of the Proposal, proposers shall provide the following 

information in a clear and comprehensive manner: 

1.4.4.1 Describe in detail proposed plans for management, operation, and 

maintenance of the Greater Northeast Houston Service Area Water and Wastewater 

Facilities including; but not limited to, project organization, organizational expertise, 

subcontractor roles, standard operating procedures, innovative approaches, and 

utilization of computerized maintenance management and Supervisory Control and Data 

Acquisition (SCADA) systems. Discuss any proposed improvements in operation and 

maintenance of the Greater Northeast Houston Service Area Water and Wastewater 

Utility. Specifically address compatibility of the Service Provider’s approach with the 

Director’s objectives. 

1.4.4.2 Describe the maintenance program to be implemented by the prospective 

Service Provider to ensure that the capital investment made by City in existing and 

future utilities and facilities will be properly maintained and that the condition of 

equipment and facilities will be adequately tracked and documented. Include specific 

maintenance programs for mechanical equipment, instrumentation systems, electrical 

equipment, buildings and grounds. The maintenance program should include provisions 

for existing equipment not currently being used and equipment that might not be used in 

the future. 

1.4.4.3 Describe proposed plans for processing and disposal of biosolids from each 

WWTP.  There is equipment in place to use the Bioset Process for handling biosolids, 

but it is up to the provider to determine and notify the Director what the proposer’s plan 

is for handling the biosolids.  The approval for handling is solely the Director’s. 

1.4.4.4 Provide a detailed staffing plan indicating the number of full-time, part-time, and 

temporary positions that the prospective Service Provider considers necessary to 

provide services at a level that meets or exceeds specified requirements in the RFP. 

• Summarize the staff required in a format similar to Table 1 below. 

 Include job titles, duties, and certification levels for each employee. 

 Provide a list of key personnel (i.e. project managers, chief operators). 



 

 

 Provide a schedule that details the coverage for each shift of the proposed 
workweek including weekends and holidays. 

 Describe in detail the costs necessary to achieve and maintain the Service 
Provider’s staffing plan. 

Table 1 

Greater Northeast Houston Service Area 

Example – Staffing Plan 

Number of Positions Type of 
Employees 2010 2011 2012 2013 2014 2015 

Operation       

Maintenance       

Laboratory       

Total       

 

1.4.4.5 Provide a transition plan including temporary, short-term operational 

procedures and activities from contract execution through full assumption of 

responsibility. 

 
1.4.5 If the selected proposer does not execute the Contract and furnish the required bonds 

within five (5) working days after the notice of award, the City will retain from the security 

deposit an amount equal to the difference between the bid of the selected proposer and the bid 

of the proposer who finally receives the Contract. 

1.4.6 Proposers must provide letters of commitment from a State of Texas licensed bonding 

company to provide a performance bond as specified in Section 2-Supplementary Conditions.  

The performance bond letter of commitment must specifically accept the performance bond 

language stipulated in Document 000610-Performance Bond, located in Exhibit 3.  In addition, 

the letter must acknowledge that the performance bond will be supplied in the dollar amount 

stipulated in Exhibit 3. 



 

 

1.5 PROPOSAL SUBMISSION 

1.5.1 The City Secretary will receive Proposals until 4:00 p.m. local time on Thursday, 

February 18th, 2010.  Respondents may deliver their proposals to the City Secretary’s office at 

the following address: 

City Secretary’s Office 
City Hall Annex, Room P101 
900 Bagby 
Houston, TX  77002 
 

Alternatively, respondents may mail their Proposals to the following address: 

City Secretary’s Office 
P.O. Box 1562 
Houston, TX  77251 
 

1.5.2 Proposals shall not be valid unless sealed in a single, opaque envelope or box.  On the 

outside of the envelope or box, clearly identify the proposer’s name, project name, and file 

number.  The outer envelope or box shall contain two (2) additional sealed envelopes or boxes.  

The technical proposal shall be sealed in one envelope or box, which shall be clearly marked as 

containing the technical proposal. The proposal shall be sealed in the other envelope or box, 

which shall be clearly marked as containing the proposal.  One (1) original copy of the technical 

proposal and one (1) original copy of the proposal must be submitted.  Failure to comply with 

these requirements may disqualify the Proposal. 

1.5.3 Cost proposals for Basic Services must be submitted on the prescribed form in 

Section 3–Price Proposal Form.  All blank spaces must be completed, printed legibly in ink or 

typed, and no changes shall be made in the phraseology of the form or in the items mentioned 

therein.  At its sole discretion, the Director may reject any proposal that contains any omissions, 

erasures, alterations, additions, irregularities of any kind, or items not called for, or which does 

not contain a price for any item in the price proposal form. 



 

 

1.5.4 The basis of the proposal shall be the scope of work for Basic Services detailed in the 

RFP, the sample Contract in Exhibit 14 - Sample Contract and the pricing template in Section 3 

– Price Proposal Form.  Unless otherwise specified, lump sum annual prices shall be based 

upon all inclusive costs for chemicals, equipment, and other commodities delivered to the 

Greater Northeast Houston Service Area. 

1.5.5 The proposer shall sign the proposal form.  If a partnership or corporation makes the 

proposal, the name and address of the partnership or corporation shall be shown together with 

the names and addresses of the partners or officers.  If the proposal is made by a partnership, it 

must be acknowledged by one of the partners; if made by a corporation, by one of the officers 

thereof, as witnessed by an attached corporate resolution to that effect. 

1.5.6 Each proposer must be thoroughly familiar with the scope of work and performance 

specifications in the RFP.  Failure to do so will not relieve the selected Service Provider of its 

obligation to complete the work described in the RFP in conformance with specified 

performance requirements. 

1.5.7 Proposals submitted early may be modified or withdrawn by written notice to the City 

Secretary at the place and prior to the time designated for receipt of Proposals.  Such notice 

shall be signed by the proposer and shall be so worded as not to reveal the amount of the 

original bid.  Oral, telephonic, facsimile, or telegraphic modification of Proposals will not receive 

consideration.  Withdrawn Proposals may be resubmitted up to the time designated for receipt 

of Proposals. 



 

 

2. SUPPLEMENTARY CONDITIONS 

2.1 GENERAL 

2.1.1 Where the requirements of local building code(s) or other laws, regulations or rules 

promulgated by governmental agencies having jurisdiction conflict with provisions in the 

Contract and are mandatory, such requirements shall be followed, the same as if specifically set 

out herein in full. Provisions of the Contract, which are more restrictive than the minimum 

requirements of such codes or regulations, shall be followed, and no provision of the Contract 

may be modified or voided because it is not specifically required by such codes and regulations. 

2.1.2 The Director reserves the right to negotiate additions to the Scope of Work for Basic 

Services after execution of the Contract without invalidating the Contract and without notice to 

the Contractor’s Surety. Each change in the Scope of Work for Basic Services will require 

approval by the Director. 

2.1.3 All City-owned land, building, improvements, and permanent equipment, presently in 

place and being used for operation and maintenance of Greater Northeast Houston Service 

Area, and any new facilities or equipment added by any capital improvement project, shall 

remain or become the property of the City.  If the Service Provider implements any facility 

improvements, such improvements shall become the property of the City. The Service Provider 

shall receive authorization from the Director prior to making any improvements or changes. 

2.1.4 The Service Provider acknowledges by entering into the Agreement that the Director has 

the right to inspect the facilities, system, records (financial and non-financial), and performance 

of the Service Provider with regard to Greater Northeast Houston Service Area at any 

reasonable time. 



 

 

2.1.5 Records and data generated, collected and/or maintained by the Service Provider over 

the duration of the Agreement, except personnel records, shall remain and becomes the 

property of the City.  The Service Provider shall provide immediate access to any records 

requested by the Director. 

2.1.6 The Service Provider shall allow and cooperate with City personnel, contractors involved 

in capital improvement projects executed by the City, and other users authorized by the 

Director, working in the Greater Northeast Houston Service Area. 

2.1.7 The Service Provider shall notify the Director of any proposed change of a subcontractor 

or supplier.  The Director reserves the right to reject a proposed subcontractor or supplier for 

reasonable cause.  

2.1.8 The service provider will be responsible for: 

2.1.8.1 Public notifications except boil water notifications. 

2.1.8.2 Preparation and submission of wastewater effluent discharge monitoring 
reports. 

2.1.9 The Director may perform on-site construction projects related to the work and as part of 

the operations with the City’s workforce or with separate contractor. 

2.1.10 Payment for Additional Services will be made in accordance with provisions of the 

Contract and unit prices stipulated in Exhibit 8-Rate Schedule for Additional Services.  A Work 

Order authorized by the Director shall be submitted with each request for payment of Additional 

Services pertaining to any services. 



 

 

2.2 DUTIES OF CITY 

2.2.1 The Director will perform or pay third parties to perform the following tasks related to 

water production and distribution: 

2.2.1.1 Water meter reading, water meter maintenance, and customer billing. 

2.2.1.2 Sampling and analyses required by 30 TAC 290 Subchapter F, excluding 

microbial contaminants and disinfectant residuals. 

2.2.1.3 Preparation and delivery of consumer confidence reports including reporting 

and record keeping requirements. 

2.2.1.4 Distribute boil water notifications (refer to 30 TAC §290.46(q)) to customers of 

affected water systems within 24-hours as required by 30 TAC §290.47(e).  When the 

boil water notification is no longer in effect, the City shall notify affected customers in a 

similar manner. 

2.2.2 All City-owned land, buildings, improvements, and permanent equipment, presently in 

place and being used for operation and maintenance of Greater Northeast Houston Service 

Area, and any new facilities or equipment added by any capital improvement project, shall be 

made available to the Service Provider for its use without charge.  Such facilities shall be used 

solely for the purpose of operating and maintaining the Greater Northeast Houston Service 

Area. 

2.2.3 Expendable supplies and spare parts on hand on the date of contract execution shall be 

inventoried as specified in the RFP.  Such materials shall be available to the Service Provider 

for its use within the Greater Northeast Houston Service Area during the term of the Agreement 

without charge, but the Service provider shall maintain the inventory.  At termination of the 

Agreement, the City inventories shall be fully replenished with like materials or substitutes 

approved by the Director. 

2.2.4 The Director will not pay for two-way communications, mobile phone services, land-

based local or long-distance telephone services, pager services, or internet services. 



 

 

3. PRICE PROPOSAL FORM 

3.1 PRICING TEMPLATE (TO BE COMPLETED UPON COUNTER SIGNATURE DATE(S)) 

This document may not be modified, amended, nor qualified in any manner.  Only the blank spaces are to be filled in.  All blank spaces 
must be filled-in.  Any non-compliance with this instruction may result in disqualification of the proposer. 

1. Total Operation and Maintenance Fee, Water Production Facilities (Wells, Pumps, GSTs, ESTs, etc.): 
Year 1 
(____ thru ____) 

Year 2 
(____ thru ____) 

Year 3 
(____ thru ____) 

Year 4 
(____ thru ____) 

Year 5 
(____ thru ____) Total 

      

 
2. Total Operation and Maintenance Fee, Wastewater Treatment Facilities and Lift Stations: 
Year 1 
(____ thru ____) 

Year 2 
(____ thru ____) 

Year 3 
(____ thru ____) 

Year 4 
(____ thru ____) 

Year 5 
(____ thru ____) Total 

      

 
3. Total Operation and Maintenance Fee, Water Distribution Systems (Lines, Services, Hydrants, Valves, etc.): 
Year 1 
(____ thru ____) 

Year 2 
(____ thru ____) 

Year 3 
(____ thru ____) 

Year 4 
(____ thru ____) 

Year 5 
(____ thru ____) Total 

      

 
4. Total Operation and Maintenance Fee, Wastewater Collection Systems (Gravity Lines, Services, Force Mains, Manholes, etc.): 
Year 1 
(____ thru ____) 

Year 2 
(____ thru ____) 

Year 3 
(____ thru ____) 

Year 4 
(____ thru ____) 

Year 5 
(____ thru ____) Total 

      

 
5. Grand Total Cumulative Operation and Maintenance Fee: 
Year 1 
(____ thru ____) 

Year 2 
(____ thru ____) 

Year 3 
(____ thru ____) 

Year 4 
(____ thru ____) 

Year 5 
(____ thru ____) Total 

      



 

 

CITY OF HOUSTON, TEXAS 
OPERATION AND MAINTENANCE SERVICES FOR THE GREATER NORTHEAST HOUSTON 

SERVICE AREA UTILITIES AND FACILITIES 
 

PRICE PROPOSAL SUMMARY FOR 
 
    
  (Print or type name of Service Provider – full Company name) 
 
 
Basic Service Fee for __________, 20__ to __________, 20__: $     
 
Basic Service Fee for __________, 20__ to __________, 20__: $     
 
Basic Service Fee for __________, 20__ to __________, 20__: $     
 
Basic Service Fee for __________, 20__ to __________, 20__: $     
 
Basic Service Fee for __________, 20__ to __________, 20__: $     
 
 
 
5 Year Unadjusted Total:   $   
 
 
 
 
Payment for Additional Services not listed shall be based on the Coefficient factor of ___________ multiplier 
times the sum of applicable unit prices in the R.S. Means Cost Data books (latest edition in effect at that time). 
 For this Agreement, the unit price shall be the “Total Bare Costs” column in the R.S. Means Cost Data books 
adjusted using the Houston, Texas Cities Cost Index “total weighted average”.  Each unit price is comprised of 
the overhead, labor burden, profit, equipment, and material costs to accomplish that specific task. 

 
 



 

 

3.2 ACKNOWLEDGEMENT OF RECEIPT OF ADDENDA 

 
The following Addenda have been received.  The modifications to the RFP noted therein have been 
considered and all costs relating thereto are included in the price for Basic Services. 
 

Addendum No.  , dated   
 

Addendum No.  , dated   
 

Addendum No.  , dated   
 

Addendum No.  , dated   
 

Addendum No.  , dated   
 

Addendum No.  , dated   
 
 
SUPPLEMENTS TO THIS BID: 
 
The following Supplements are attached as an integral part of this Proposal: 
 
[X] Document 00431 - Contractor Submission List (see Exhibit 1- Fair Campaign Ordinance 

Requirements) 

[X] Security Deposit (see Exhibit 2 - Bidder's Bond) 

[X] MWBE Agreement (see Exhibit 5) 

[X] Conflict of Interest Questionnaire (see Exhibit 6) 

 
 
Respectfully Submitted:    
  (Signature of authorized officer or agent) 
 
    
  (Printed Name, Title and Date) 
 
Attest/Witness:   
  (Signature) 
 
    
  (Printed name, Title and Date) 
 
 



 

 

Address of Contractor: 
 
 
 

  
Telephone: 

 

   
Fax: 

 

 
 

  

 
 
   
(Signature, name, and title of affiant) 
 
 
Notary Public in and for   County, State of   
 
 
 
My Commission Expires: 
 
 
 
The    day of  , 20 . 
 
 
(If Proposal is from a Corporation, a Corporate Resolution authorizing the signature on this bid 
must be attached). 
 
(If Proposal is from a Partnership, an acknowledgement of one of the partners must be attached.) 
 
(Names and addresses of all partners or corporate officers, as appropriate, must be attached.)



 

 

4. BASIC SERVICES 

4.1 GENERAL 

4.1.1 Definitions 

• Dilute Solids shall mean wastewater containing 0.5% to 5% solids. 

• Solids shall mean solid material other than biosolids.  This includes sand and grit, rags, 

scum, and other typical wastewater debris, etc. 

• Biosolids shall mean wastewater solids that have been processed according to the 

provisions of 40 CFR Part 503 and 30 TAC, Chapter 312, so that they can be land 

applied. 

• End-Dump Trailer shall mean a semi-trailer whose tractor-end can be raised so that the 

material in the trailer can slide out through the tailgate. An end-dump trailer shall be able 

to carry at least 50,000 lbs of biosolids or solids.  

• Roll-on / Roll-off Container shall mean a truck transportable container which can hold at 

least 26 cubic yards of biosolids within its outside dimensions. 

• Additional Services shall refer to services that extend beyond Basic Services that are 

mentioned in this proposal. 

4.1.2 Provide personnel and associated wages, salaries, and benefits; equipment (except existing 

City-owned, permanently installed equipment); vehicles; laboratory apparatus; computers; fuels; 

electricity; chemicals; tools; storage space; and other incidentals necessary to operate and maintain 

the Greater Northeast Houston Service Area Water and Wastewater Utilities and Facilities in 

accordance with applicable laws, regulations, ordinances, permits, industry standards, equipment 

manufacturer’s recommendations and the Agreement.  Incidentals provided by the Service Provider 

shall include, but not be limited to, the following: 

• Office furniture 

• Telephone equipment 



 

 

• Copiers 

• Printers 

• Fax machines. 

• Copies of reports and records. 

The Service Provider shall operate and maintain (O&M) the Water and Wastewater Facilities in 

compliance with all applicable laws and regulations.  As described below, the Service Provider shall 

be responsible for all aspects of operation and maintenance, including providing all labor, materials, 

and utilities necessary. The Service Provider shall maintain all collection system lift stations, ground 

water production wells, storage tanks and perform routine repairs to the water and wastewater 

mains within the distribution and collection systems. The Service Provider shall also establish a 

preventive Maintenance program within the first sixty (60) days of the contract for all City Owned 

equipment they will be responsible for. A copy of their program shall be provided to the Director. 

The Service Provider may also perform certain emergency repair and capital improvement work as 

authorized by the City of Houston as part of additional services. 

Any lubricants or bulk chemicals proposed to be utilized by the Service Provider at the Water and 

Wastewater Facilities must comply with ANSI/NSF Standards. 

The Service Provider will operate the Greater Northeast Houston Service Area Water and 

Wastewater Facilities in accordance with the Service Agreement and attached Appendices.  

Operational decision making will reflect the following minimum objectives: 

• Protecting  public health and welfare; 

• Protecting the health and safety of the plant operating staff; 

• Complying with all applicable laws, rules, regulations and ordinances, including without 

limitation,  City, State, and Federal water quality and supply requirements and safety 

requirements; 

• Protecting the environment; 

• Protecting and preserving the plant equipment and facilities; and  

• Maximizing plant operational efficiency and minimization of operating costs. 



 

 

The Service Provider shall develop and implement procedures to ensure attainment of these goals, 

including going beyond the minimum requirements set forth in the Service Agreement.  The Service 

Provider’s responsibilities include, but are not necessarily limited to: 

• Providing a Texas Class “B” licensed Ground Water Operator and a Texas Class “A” 

licensed Wastewater Operator who will be in charge of the operation of the Water and 

Wastewater Facilities.  The Director shall retain the right to approve or accept the 

proposed Water and Wastewater Operator/s.  Copies of the professional resume, 

credentials and certifications shall be submitted to the Director for approval.  This 

operator/s will be a full-time employee dedicated solely to the Treatment Facility and will 

also be responsible during evening call-outs.  In addition, prior to any change in the 

Operator at the site, the Director must be notified in writing and a suitable replacement 

approved by the Director; 

• Staffing the Treatment Facility in accordance with the Service Provider’s proposed 

staffing plan and at a minimum consistent with the requirements of the State of Texas.  

This shall include at least one Texas Class “C” licensed Ground Water Operator or higher 

onsite during each shift.  This shall include at least one Texas Class “B” licensed Ground 

Water Operator or higher onsite who will bear overall responsibility for operation and 

maintenance of the Water Systems and sign all reports or certifications submitted to 

regulatory agencies.  Any changes in the staffing plan must be approved by the Director; 

• Providing all materials, both durable and consumable, and supplies necessary to operate 

and maintain the Water and Wastewater Facilities, including but not limited to chemicals, 

utilities, residuals management, rolling stock, and consumables.  The payment for all 

such items is described in the Service Agreement; 

• Add additional chemicals as directed by the Director to address periodic water quality 

problems; 

• Cooperating with the City of Houston and third party Service Providers who will be 

responsible for expanding the capacity and upgrading the Water and Wastewater Utilities 

and Facilities during the Service Term of this Service Agreement.  The Service Provider 

will cooperate with these parties to minimize production disruptions and to maintain 

compliance with the performance standards and all applicable law.  



 

 

• Responding immediately to emergency or disaster situations in a manner equal to or 

better than existing plans, and in accordance with the current “Emergency Operations 

Plan of the Department of Public Works and Engineering” and the approved Emergency 

Response and Risk Management plans.  

• As authorized by the Director, provide emergency repair services to the Water and 

Wastewater Facilities and related infrastructure, in accordance with the Additional 

Services provisions of this Agreement. 

• The Service Provider shall submit a plan to provide community outreach program for the 

GNEHSA that is designed to provide education and information about water 

conservation, fats, oils, and grease. The cost for the program shall be listed as an 

Additional Cost under Appendix T. 

4.1.3 Provide seven day per week, 24 hour per day operational coverage for the Greater Northeast 

Houston Service Area Water and Wastewater Utilities and Facilities. 

• At a minimum, the Service Provider shall have operating personnel on the premises of 

the Greater Northeast Houston Service Area Water and Wastewater Utilities and 

Facilities eight (8) hours per day between 7:00 a.m. and 6:00 p.m. Monday through 

Friday, excluding City holidays, unless directed otherwise by the Director. 

• After normal working hours as defined above, the Service Provider shall provide sufficient 

on-call staff to manage necessary Basic Services and Emergency Services. On call staff 

shall be reachable by mobile phone or other means approved by the Director 24 hours 

per day, 7 days per week. 

• All employees of the Service Provider on the premises of the Greater Northeast Houston 

Service Area shall observe and, when necessary, promptly report any operating 

problems or irregularities to the Director, 7 days a week. 

• The Service Provider shall program all computer or automatic telephone systems to call 

such dispatch number and further shall monitor such alarms and promptly respond to all 

alarm signals. 



 

 

4.1.4 Provide a Project Manager who will be the single point of contact for all contract compliance 

and administrative issues.  The Project Manager, proposed by the Service Provider, shall be subject 

to approval by the Director. 

4.1.5 Provide a transition team including, at a minimum, the Service Provider’s project manager 

and chief operators of the water and wastewater systems for a 30 day transition period prior to the 

service commencement date. Upon receiving a notice to proceed, the Service Provider shall 

implement a detailed transition plan to begin to assume responsibility for the Water and Wastewater 

Facilities.  These transition services are intended to ensure that the Service Provider is fully able to 

commence operations of the Water and Wastewater Facilities on July 1, 2010.  This shall include: 

• Recruiting staff necessary to fill all positions required by the Service Provider’s staffing 

plan; 

• Monitoring plant operations for at least 7 days on multiple shifts prior to assuming 

operational responsibility; 

• Develop, supply and implement a Computerized Maintenance Management System 

(CMMS) incorporating the specifications and requirements described in Section 4.1.11 
below.  Such system shall use the systems currently employed by the City (Datastream 7i 

Work Management System)  The CMMS shall be fully implemented within 60 days of the 

effective start date given in the Notice to Proceed.  Failure to have the system 

implemented by this date could result in the City of Houston retaining a portion of the 

Service Provider’s fee until implementation is complete; 

• Preparing within sixty (60) days of the effective start date given in the Notice to Proceed 

and obtaining Director’s approval within ninety (90) days of the onset of effective start 

date given in the Notice to Proceed, an Emergency Response Plan and a Risk 

Management Plan.  The Emergency Response Plan should include the Service 

Provider’s plan to provide backup power to the facilities that do not have backup 

generators. The Service Provider may bring in company owned portable generators, 

however if the Service Provider intends to lease the generators then a copy of the lease 

agreement should be included in his plan. The cost of those generators should be listed 

separate in the proposal as Additional Cost under Appendix T.  Failure to have the plans 

approved by this date could result in the Director retaining a portion of the Service 

Provider’s fee until the plans are approved; and 



 

 

• Conducting an inventory and certifying to the Director the quantities of materials, 

supplies, fuel and other consumables on site at the time service commences. 

4.1.6 Provide administrative and technical support services as required to ensure efficient 

operation and maintenance of the Greater Northeast Houston Service Area.  Support services 

subcontractor(s), proposed by the Service Provider, shall be subject to approval by the Director. 

4.1.7 Conduct an inspection of facilities and equipment (electrical, mechanical, HVAC, computer, 

instrumentation, etc.) with the Director within thirty (30) calendar days, following the Notice to 

Proceed date, unless instructed otherwise by the Director, and annually thereafter. 

4.1.8 Submit an initial inventory that documents the condition and operational status of major and 

minor pieces of equipment and the amount of expendable supplies and spare parts within forty-five 

(45) calendar days following the Notice to Proceed date, unless instructed otherwise by the Director.  

• Each party shall maintain a copy of the initial inventory, signed by the Service Provider 

and the Director. 

• The Service Provider shall maintain and update the equipment inventory annually 

throughout the Contract term. 

4.1.9 Prepare, submit, and justify a detailed annual report on recommended capital expenditures 

to restore, replace or upgrade equipment or facilities for efficiency, safety, function and/or 

compliance with current and/or anticipated regulatory requirements.  Submit the report to the 

Director by November 1 of each year, unless instructed otherwise by the Director (or his designee). 

4.1.10 Performance Standards 

The Service Provider shall be responsible for meeting the following performance standards: 

4.1.10.1 Meeting the Quality Performance Standards set forth in the Service Agreement. 

4.1.10.2 Meeting the Effluent Discharge Permit Requirements set forth in the Service 

Agreement. 

4.1.10.3 Performing all of the Service Provider’s obligations as set forth in the Service 

Agreement. 



 

 

4.1.10.4 Performing the preventive maintenance as set forth in the Service Agreement. 

4.1.10.5 Installing and fully implementing the CMMS within 60 days of the effective start 

date given in the Notice to Proceed. 

4.1.10.6 Correcting within 60 days any deficiencies identified through the required preventive 

and predictive maintenance program or the City of Houston’s Facility and equipment audits.  

If it is not possible to rectify a particular deficiency within 60 days, then the Service Provider 

shall provide the Director with a written plan for completing the work. 

4.1.11 Facilities Maintenance 

The Service Provider shall be responsible for all aspects of maintenance at the Greater Northeast 

Water and Wastewater Utilities and Facilities, including corrective, preventative, and predictive 

maintenance. The Service Provider will be required to develop and implement maintenance 

procedures to ensure attainment of the objectives.  This includes, at a minimum, responding to 

corrective maintenance needs in a timely and appropriate manner. 

The Service Provider will use the CMMS system currently used by the City of Houston (Datastream 

7i).  The CMMS will incorporate the preventative maintenance standards and schedules for all major 

operational equipment in accordance with the manufacturer’s O&M manuals.  The software will be 

set up to provide the reports and information for the monthly operations reports.  The Director will 

provide the Service Provider access to the CMMS system, but the Service Provider will be 

responsible for the entry of all equipment information and all preventive and corrective maintenance 

work items.  In addition, the Service Provider will be responsible for updating and maintaining the 

accuracy of the information contained in the CMMS for the Greater Northeast Houston Water and 

Wastewater Facilities as equipment is repaired, added or replaced.  This data entry shall be 

completed within 60 days of the commencement of operations by the Service Provider. 

Following the completion of the equipment data entry, the Service Provider shall be required to 

provide monthly summary reports on preventive and corrective maintenance performed, in 

accordance with the reporting capabilities in the City’s CMMS.  The Director will provide the 

necessary training to the Service Provider’s staff on the use of the CMMS and will pay for additional 

licenses, as needed, for the Service Provider’s staff. 

The Service Provider shall provide necessary corrective, preventative and predictive maintenance 

for all systems, structures and equipment at the plant.  The Service Provider shall be responsible for 



 

 

providing all required maintenance for the entire plant, including all systems, structures and 

equipment; (2) maintenance as required by the manufacturer of the equipment; and (3) all generally 

accepted engineering, operational and maintenance practices for a facility of this size and type.  If a 

piece of equipment fails, the Director will determine whether the Service Provider had followed the 

required maintenance procedures.  If the Service Provider had been deficient, then the Service 

Provider is responsible for the entire cost of the repair or replacement.  In addition, the Service 

Provider shall: 

4.1.11.1 Perform all necessary preventive maintenance on installed cathodic protection at 

the Greater Northeast Houston Water and Wastewater Utilities and Facilities.  All needed 

repairs must be made to ensure the integrity and operability of the system. 

4.1.11.2 Inspect annually all tanks and piping systems, including the ground storage tanks 

and aeration basins.  Piping that is equipped with heat tracing shall be inspected prior to 

winter conditions, and repaired as necessary. 

4.1.11.3 Perform maintenance on all chlorine feed systems, including relief-valves, 

evaporators, and vacuum regulators on a bi-annual basis, per manufacturer’s specifications.  

This shall include complete disassembly of the units and repair or replacement as necessary. 

4.1.11.4 Perform maintenance on flexible metal tubing used to connect chlorine supply 

cylinders to piping systems, according to manufacturer’s and the Chlorine Institute’s 

specifications, and replace on an annual basis or sooner if needed. 

4.1.11.5 Perform annual vibration analysis testing of major rotating equipment.  The 

Service Provider shall perform interpretation and analysis of test results and submit an 

evaluative written report in an approved format to the Director, including necessary action 

plans.  The Service Provider shall promptly address any deficiencies identified in the testing 

report. 

4.1.11.6 Perform annual oil sampling of major pumps, motors and blowers. The Service 

Provider shall perform interpretation and analysis of test results and submit an evaluative 

written report in an approved format to the Director. The Service Provider shall promptly 

address any deficiencies identified in the testing report. 

4.1.11.7 Inspect, maintain and test all backflow preventers within the Greater Northeast 

Houston Water and Wastewater Utilities and Facilities operated or maintained by the Service 



 

 

Provider in accordance with Texas Commission on Environmental Quality (TCEQ) 

requirements, and at least annually perform calibration and testing. 

4.1.11.8 Touch up paint on any equipment or facilities as needed to minimize corrosion 

and maximize service life. 

4.1.11.9 Conduct annual infrared inspections of all motor control centers, transformers and 

motor connections greater than 60 hp. 

4.1.11.10 Conduct an initial instrument calibration of all existing installed monitoring and 

measuring devices for flow, pH, temperature, pressure, turbidity, chlorine residual, etc.  The 

Service Provider shall provide a report demonstrating that the instruments have been 

calibrated successfully according to manufacturer’s specifications within sixty (60) days of 

onset of the effective start date given in the Notice to Proceed. 

4.1.11.11 Conduct an initial loop verification of all reportable monitoring parameters from 

field instruments back to the data output locations within sixty (60) days of the effective start 

date given in the Notice to Proceed, and provide a written report of results to the Director. 

4.1.11.12 Perform periodic calibration of instruments in accordance with manufacturer’s 

recommended procedures. 

4.1.11.13 Repair expansion joints to maintain integrity of concrete structures and prevent 

leaks. 

4.1.11.14 All Sanitary Sewer Overflows (SSOs) must be reported within 24 hours including 

actions taken. 

4.1.12 The Service Provider must perform the following items if a piece of equipment is to be 
removed from service: 

a. Notify the Director in writing that equipment is planned to be removed from service why 

this activity is needed, when the equipment will be returned to service and what 

scheduled maintenance will be completed while in storage. 

b. Any chemical system that the Service Provider would like to remove from service must 

have the following services performed: 



 

 

• Tanks must be cleaned and flushed out completely with water or the proper 

cleaning agent for the tank.  All cleaning agents must be FDA, ANSI/NSF 60 

approved for use. 

• All chemical lines that are associated with the system must be cleaned out and 

flushed out completely with water or the proper cleaning agent for the tank. 

• All mixing equipment must be cleaned and parts lubricated to prevent corrosion. 

• All rotating equipment such as pumps and motors must be rotated on a weekly 

schedule.  This can be performed by hand or by energizing the system. 

• Electrical motor heaters must remain energized to prevent condensation. 

• Chlorine systems removed from service will be purged with nitrogen gas and the 

lines plugged. 

• Treatment process units shall not be taken out of service for periods longer than 

ninety (90) days, unless otherwise approved by the Director. 

4.1.13 If the Service Provider removes equipment from service, then the preventive maintenance 
specified by the manufacturer must continue to be performed to maintain the equipment in a state of 
operational readiness. 

The Service Provider is required to notify the Director in writing one week prior to performing 

preventive maintenance tasks on major equipment, as the Director may have a representative 

witness the Service Provider perform the preventive maintenance task. 

The Service Provider will be responsible for maintaining the physical facilities of the Greater 

Northeast Houston Water and Wastewater Utilities and Facilities.  This will include at a minimum: 

a. All spare parts, materials and supplies shall be stored in an orderly manner; 

b. Quarterly interior and exterior window washing; 

c. Roof leak repair within twenty-four hours of discovery; 

d. Regular pest control including fire ant control; 



 

 

e. As needed pest control for capture and removal of pest animals which may cause 

destruction of property or endanger treatment processes; 

f. Immediate repair of all plumbing and piping leaks and failures; 

g. Damp mop all floors weekly with an approved solution; 

h. External cleaning, such as pressure washing of the ground storage tanks and similar 

facilities at least annually; 

i. Apply floor finish as necessary to maintain appearance and safety standards on worn 

spots and high traffic areas; 

j. Walls will be cleaned every six months, and touch up paint applied as necessary 

k. Tile walls will be washed every six months; 

l. Repair of cracks or spauled concrete and expansion joints; 

m. Weed control will be performed in paved areas to keep cracks and joints clear of 

vegetation; 

4.1.14 Utilities Maintenance 

The City of Houston maintains an Information Management System (IMS) for all work orders 

performed on the water distribution and wastewater collection utility lines and appurtenances.  This 

system is also used to document and track customer complaints.  The Service Provider will be given 

access to this system and shall perform work order development and tracking in accordance with the 

Department of Public Works and Engineering’s policies and procedures.  The Director will provide 

the Service Provider’s staff with the necessary training on the use of the system, but the Service 

Provider shall be responsible for all work items related to the Greater Northeast Houston Water and 

Wastewater Utilities.  This system is also used to track SSOs and stoppages.  All SSOs must be 

reported within 2 hours to 311.  Notification of all SSO volumes greater than 2,500 gallons shall be 

given to Wastewater Operations Branch at the same time. 



 

 

4.1.15 Service Agreement Close-out 

At the end of the Service Agreement, all equipment will be fully operational in accordance with the 

manufacturer’s equipment specifications.  The Service Provider will substantiate that the Greater 

Northeast Houston Water and Wastewater Utilities and Facilities equipment meets those 

specifications.   

Inventory levels will be replenished to the levels certified at service commencement. The Director 

will undertake a complete facility inspection and audit to establish the Greater Northeast Houston 

Water and Wastewater Utilities and Facilities condition prior to the completion of the Service 

Agreement.  The minimum Service agreement close-out requirements of the Service Provider is 

provided below.  The list is not all inclusive, but representative of the Department of Public Works 

and Engineering’s standards. 

In the event that the Service Provider fails to comply with these provisions, the Director may deduct 

the cost of repairs and/or grounds clean up from amounts due the Service Provider or from the 

Service Provider’s performance bond.  

4.1.16 Prior to the release of final payment to the Service Provider at the conclusion of the Service 

Term of the Service Agreement, certain items must be completed by the Service Provider and 

accepted by the Director.  These items include the following: 

1. Providing all equipment with proper barrier protection to prevent corrosion.  This 

includes surface preparation according to the coating manufacturer recommendations. 

2. Ensuring that all indicator lights are functional on control panels and equipment, and 

any alarm status indications are cleared. 

3. Repairing any electrical maintenance deficiencies, including those items identified as a 

result of the annual third party testing program. 

4. Completing all preventive maintenance work orders generated by the CMMS system, 

and bringing preventive maintenance activities current and up to date. 

5. Capturing any open work orders on a punch list. 

6. Ensuring all Operations and Maintenance and Vendor equipment manuals are 

appropriately filed and updated.  



 

 

7. Reducing the sludge inventory in the sludge thickeners to less than one foot each, and 

reducing the inventory in the aeration basins and clarifiers to a negligible level. 

8. Removing all site evidence of chemical spills and returning the area to original 

condition. 

9. Ensuring that the grounds and housekeeping conditions under the Service Agreement 

are satisfied. 

10. Documenting and updating the current status of the existing process control (SCADA) 

system. 

11. Conducting a plant physical inventory in conjunction with the Director. 

12. Providing documentation of the final chemical inventory. 

13. Providing documentation of the final spare parts inventory. 

14. Repairing any mechanical maintenance deficiencies, including those items identified as 

a result of vibration testing, oil analysis, or other documented means. 

15. Returning out of service equipment prepared for long term storage to ready operational 

state. 

16. Removing and disposing of all process residues, as a result of performing Service 

Agreement in an approved manner. 

17. Resolve all outstanding contractual issues. 

18. Calibrate all instrumentation and prepare written report of status. 

4.1.17 Prepare monthly operating reports for the Greater Northeast Houston Service Area as 

specified herein.  Submit two (2) electronic and 3 hard copies of the report to the Director by the 

tenth day of the month following the end of the reporting period unless instructed otherwise by the 

Director (delivery specified by the Director).  Monthly operating reports shall be printed on 8-1/2 inch 

x 11-inch paper and shall be permanently bound with plastic front and back covers.  Reports shall be 

divided into four sections separated by tabbed dividers.  Information to be included in each section is 

summarized below. 



 

 

4.1.17.1 Section 1 of the monthly operating report, “General,” shall include, at a minimum, 

the following information: 

• Updated contact information, including mobile telephone or pager numbers, for the 

Service Provider’s project manager, the chief operator(s), vendor(s) listed in the 

emergency plan, and other key personnel. 

• Monthly summary of M/WBE utilization (refer to sample chart in Exhibit 5). 

4.1.17.2 Section 2 of the monthly operating report, “Drinking Water Operations,” shall 

include, at a minimum, the following information: 

• Updated charts showing total water production for each water system by month for the 

current year and monthly production data for the preceding year(s) from the start of the 

Agreement as shown on the sample chart in Appendix R.  

• Summary of minimum, maximum, and average pressures within the distribution 

systems for each day of the reporting period including, but not limited to, date, location, 

recorder serial number, and comments regarding possible impacts on system 

pressures. 

• Charts for each water System showing daily water production from Harris and 

Montgomery County wells for the month as shown on the sample chart in Appendix S.  

• Monthly summary of analytical results for microbial contaminants including the date and 

location of sample collection and the corresponding free chlorine residual measured at 

the same time and location as the bacteriological samples. 

• Monthly summary of free chlorine residuals within the distribution systems including 

date and location of sample collection.  Include the running annual average of free 

chlorine residuals within each distribution system. 

• Monthly summary of dead-end main flushing during the month including address, date 

of flushing, and free chlorine residual following flushing (refer to sample table in 

Appendix Q).  

• Monthly summary of analytical results for total phosphorus, condensed phosphate, 

fluoride, manganese, iron, color, and pH. 



 

 

• Monthly summary of chemical deliveries to each water plant including date, type and 

quantity. 

• Summary of major maintenance performed during the month including address, date, 

description and amount billed as Additional Services. 

• Summary of charges for materials, equipment, and labor billed as Additional Services 

during the reporting period and cumulative for the year to date. 

• Description of any damage to the water systems and possible causes thereof.  If 

damages might be attributable to a third party, the Service Provider shall compile 

relevant information regarding the claim, and include such information in the monthly 

operating report. Damages must be reported to the Director or Service Provider shall 

be responsible for costs.  

• Information regarding the regulatory compliance status of the water systems and 

description of any interaction or correspondence with regulatory authorities. 

• Proposed monthly schedule for preventative maintenance and repairs to be billed as 

Additional Services. 

• Additional matters within the scope of the Service Provider’s work under the 

Agreement, which the Director may reasonably request. 

• Summary of minimum, maximum, and average pressures within the distribution 

systems for each day of the reporting period including, but not limited to, date, location, 

recorder serial number, and comments regarding possible impacts on system 

pressures. 

• Monthly summary of chemical deliveries, if any, including, but not limited to, granular 

activated carbon or other materials used for odor control. 

 

4.1.17.3 Section 3 of the monthly operating report, “Wastewater Operations,” shall include, 

at a minimum, the following information: 

• Table listing rainfall and effluent flow data for each day of the month, including 

maximum daily flow, minimum daily flow, peak 2-hour flow rate, and ratio of average 

daily flow to permitted average flow for each wastewater treatment plant. 



 

 

• Chart showing effluent flow for each WWTP with a separate chart showing rainfall for 

each day of the month. 

• Charts showing wastewater characteristics at each treatment plant for each weekday 

during the recording period, including, but not limited to, the following parameters: 

 Influent CBOD, 

 Effluent CBOD, 

 Influent TSS, 

 Effluent TSS, 

 Influent NH3-N, 

 Effluent NH3-N, 

 Effluent pH, 

 Effluent DO, 

 Effluent free chlorine residual, and 

 Effluent fecal coliform (E. coli). 

• Monthly summary of chemical deliveries to each WWTP including date, type, and 

quantity. 

• Amount and type of solids disposed off-site at each WWTP including, but not limited to, 

sludge classification and dry weight or liquid volume with corresponding solids content. 

• Summary of major maintenance performed during the month including address, date, 

description, and amount billed as Additional Services 

• Summary of charges for materials, equipment, and labor billed as Additional Services 

during the reporting period and cumulative for the year to date. 

• Description of any damage to the WWTPs and possible cause(s) thereof.  If damages 

might be attributable to a third party, the Service Provider shall compile relevant 

information regarding the claim, and include such information in the monthly operating 

report. 

• Information regarding the regulatory compliance status of the WWTPs and description 

of any interaction or correspondence with regulatory authorities. 



 

 

• Proposed monthly schedule for preventative maintenance and repairs. 

• Site layout of each WWTP with locations of proposed repairs clearly shown (refer to 

sample layouts in Appendices A-E). 

• An estimate of the available capacity in each channel, basin, or digester listed in 

Section 4.3.11. 

• Additional matters within the scope of the Service Provider’s work under the Contract, 

which the Director may reasonably request. 

4.1.17.4 Section 4 of the monthly operating report “Utility Maintenance” shall include, at a 
minimum, the following information: 

• Total monthly service requests received  

• Monthly wastewater repairs  

• Monthly response time for water repairs  

• Monthly response time for residences out of water  

• Monthly fire hydrant repair  

• Fire hydrant rehabilitation  

• Fire hydrant preventative maintenance  

• Monthly wastewater service transfers  

• Monthly collection systems cleaned  

• Monthly wastewater system stoppages service requests  

• Monthly wastewater system stoppages service requests (public vs. private calls). 

• Summary of all maintenance performed during the month including address, date, and 

description. 

• Description of any damage to the distribution and collection systems and possible 

causes thereof.  If damages might be attributable to a third party, the Service Provider 



 

 

shall compile relevant information regarding the claim, and include such information in 

the monthly operating report.  

4.1.18 Service Provider shall also submit an overall spreadsheet indicating the total cost of all 
service requests and work orders, with four cover spreadsheets indicating all service requests and 
work orders that have been completed for that month. The service requests and work orders shall 
indicate the service request and work order number, service description, response time, and the 
action taken for each service request and work order (i.e. closed, work order created, etc.).  Three 
(3) hard copies shall be delivered to the Director.  The spreadsheets shall be divided into the 
following sections: 

Section I.  UMB Wastewater  

Subsections: Wastewater Service Requests and  

  Wastewater Work Orders  

Section II.  UMB Water  

Subsections:  Water Service Requests and  

 Water Work Orders  

4.1.19 The Service Provider shall compile each section and subsection of the spreadsheets in the 
following manner: 

1. Attach a copy of all service requests for UMB Wastewater and supporting documentation 

(i.e. invoices, receipts, materials list, hours worked, etc.).  

2. Attach a copy of all work orders for UMB Wastewater and supporting documentation. 

3. Attach a copy of all service requests for UMB Water and supporting documentation. 

4. Attach a copy of all work orders for UMB Water and supporting documentation. 

Each supporting document shall be stamped with the corresponding Service Request Tracking 

Number(s). 

4.1.20 Meet with the Director at least monthly to review the monthly operating report, including the 

proposed monthly schedule for preventative and non-Emergency corrective maintenance and quality 

assurance.  The Service Provider’s project manager shall attend each monthly meeting.  Meetings 

shall be held at a Department of Public Works and Engineering office, to be determined later, unless 

instructed otherwise by the Director.  Prior to each meeting, the Greater Northeast Houston Service 

Area may be inspected by the Director. 



 

 

4.1.21 Furnish and install two (2) computers, capable of interfacing with the existing SCADA 

system.  Computer must meet the minimum standard set by the Director. 

4.1.22 Maintain specified records of operations, maintenance, laboratory, personnel, safety, 

process control, inspections, alarms, and any other significant events. 

4.1.23 Purchase and maintain an inventory of chemicals, fuels, parts, and supplies throughout the 

duration of the Contract Term.  At a minimum, maintain a two-week supply of all treatment 

chemicals. 

4.1.24 Furnish all lubricants, fuels, chemicals, and other items required to maintain equipment in 

accordance with specifications in the Contract and the equipment manufacturer’s operation and 

maintenance manual. 

4.1.25 Provide landscaping services for Greater Northeast Houston Service Area, including, but 

not limited to WWTP, lift stations, well sites, grounds and elevated storage tanks. 

4.1.26 Compile and maintain a written schedule of all equipment contained within the Greater 

Northeast Houston Service Area, including, without limitation, model, serial number, and motor 

frame numbers.  For each piece of equipment, the Service Provider shall compile and periodically 

update the following information: 

• Equipment maintenance and/or recalibration recommended by the manufacturer, 

required by law, regulation, permit, or order, or otherwise determined by the Service 

Provider, in consultation with the Director, to be advisable, including detailed service 

procedures and oil or grease specifications. 

4.1.27 Respond, on behalf of the Director, in a prompt and courteous manner to inquiries by City 

representatives, customers, regulatory authorities, City consultants, and other interested parties 

concerning the operation, maintenance, or repair of the Greater Northeast Houston Service Area 

Utilities and Facilities. 

4.1.28 Assist inspectors, regulatory agency personnel, and City staff with any request that 

requires less than eight (8) man-hours as a Basic Service.  However, in accordance with Section 

4.2.14, assist City and/or regulatory agency personnel with sample collection associated with 

compliance monitoring for the water systems as required without limitation. 



 

 

4.1.29 Dispose of all trash, rubbish, debris, and garbage in accordance with applicable laws, 

regulations and ordinances. 

4.2 WATER SYSTEM OPERATIONS 

4.2.1 The prospective Service Provider shall provide full-service management, operation, and 

maintenance in according with 30 TAC §290 to the following groundwater treatment plants and 

distribution systems:  

PWS ID Plant Name 

Monthly 
Average 
Production 
(MGs/month) 

Number 
of 
Permitted 
Wells 

Number of 
Tanks and 
Type 

Kingwood – 1 75.0 5 GST (2) EST (1)

Kingwood – 2 60.0 4 GST (2) EST (1)

Kingwood – 3 77.7 3 GST (2) EST (1)

Forest Cove - 2 0.05 2 GST (2) EST (1)

Forest Cove - 3 23.0 1 GST (1) 

Utility District 5

(1010348) 

District 58 0.10 1 GST (1) 

Belleau Woods – 2 0.5 1 GST (2)  Belleau Woods

(1011594) Moonshine Hills Re-pump Station GST (1) HT (1) 

District 73-1 10.0 1 GST (2) District 73

(1011585) District 73-2 3.0 1 GST (2) EST (1)

District 82 0.00 1 SPT (2) District 82

(1011593) Plantation Hills 1.5 2 GST (2) 

Lake Houston

(1011587) 

Lake Houston – 

Deussen Park 
0.5 1 HT (2) 

 



 

 

4.2.2 The prospective Service Provider shall treat water to ensure or improve its water quality, 

maintain system pressures of at least 35 PSI throughout the distribution system under normal 

operating conditions (per 30 TAC §290.46), determine the adequacy of disinfection, collect daily 

chlorine residual and routine microbiological samples, and conduct chlorine residual and 

microbiological testing after repairs or installations of lines or appurtenances as required by 30 TAC 

§290.46(d), 30 TAC §290.110, or other applicable regulations. 

4.2.3 To ensure compliance with pressure maintenance requirements, the Service Provider shall 

monitor distribution system pressure on a daily basis using 24-hour pressure recorders at locations 

approved by the Director. 

4.2.3.1 Pressures shall be recorded within each water system in according with the 

minimum number of locations listed in the table below. 

PWS ID Plant Name 
Number of Pressure 
Monitoring 
Locations 

Kingwood – 1, 2, and 3 3 

Forest Cove – 2 and 3 3 
Utility District 5

(1010348) 
District 58 3 

Belleau Wood – 2 1 Belleau Wood

(1011594) Moonshine Hills 1 

District 73-1 1 District 73

(1011585) District 73-2 1 

District 82 1 District 82

(1011593) Plantation Hills 1 

Lake Houston

(1011587) 

Lake Houston – 

Deussen Park 
0 

 



 

 

4.2.3.2 The Service Provider shall furnish a minimum of two (2) 100-psi hydrant pressure 

recorders (Telog Model HPR-31 or approved equal) with data transfer cables, software, and 

adapters. 

4.2.3.3 The Service Provider shall also furnish replacement recorders and related 

accessories for the duration of the Contract Term. 

4.2.3.4 The Service Provider shall notify the Director immediately if the pressure in a water 

system falls below 35 PSI, no later than 12 hours after the occurrence. 

4.2.4 The Service Provider shall furnish all laboratory facilities, apparatus, and supplies required to 

perform process control tests including, but not limited to, the following: 

• Free chlorine residual 

• Fecal coliform 

• Total phosphorus 

• Condensed phosphate 

• Total cyanide 

• Arsenic 

• Fluoride 

• Manganese 

• Iron 

• Color 

• pH 

4.2.5 The Service Provider shall measure the free chlorine residual at various locations with the 

water systems.  Sample locations shall be subject to approval by the Director.  Free chlorine residual 

shall be measured in the storage tanks and at the point where treated water enters the distribution 



 

 

system using a colorimeter or spectrophotometer.  Free chlorine residual within the distribution 

system shall be measured with a colorimeter, or spectrophotometer. 

4.2.5.1 Measure the free chlorine residual at each point where treated water enters a 

distribution at least three (3) times per day. 

4.2.5.2 Measure the free chlorine residual within each water system on a daily basis in 

accordance with the minimum number of locations listed in the table below. 

PWS ID Plant Name 
Number of Free 
Chlorine Monitoring 
Locations 

Kingwood – 1, 2, and 3 3 

Forest Cover – 2 and 3 3 
Utility District 5 

(1010348) 
District 58 3 

Belleau Woods – 2 1 Belleau Woods 

(1011594) Moonshine Hills 1 

District 73 - 1 1 District 73 

(1011585) District 73 - 2 1 

District 82 1 District 82 

(1011593) Plantation Hills 1 

Lake Houston 

(1011587) 

Lake Houston – 

Deussen Park 
0 

4.2.5.3 Measure the free chlorine residual at the same points in the distribution system and 

at the same time as bacteriological samples are collected as specified in 30 TAC §290.109. 

4.2.5.4 Free chlorine residual samples, which will be used to determine compliance with 

chlorine (MRDL) requirements in 30 TAC §290.110(b)(5), shall be analyzed by a TCEQ 

certified laboratory using acceptable analytical techniques specified in 30 TAC §290.119. 



 

 

4.2.5.6 Other chlorine residual samples required by this section may be analyzed by a 

certified operator using approved techniques. 

4.2.6 The Service Provider shall collect and analyze bacteriological samples at locations listed in 

the monitoring plan for each water system and analyze the samples for total coliform in according 

with applicable requirements of 30 TAC §290.109.  Bacteriological sampling will be required at 

approximately 120 locations each month. 

4.2.6.1 Repeat microbial sampling, if required under provisions of 30 TAC §290.109(c)(3), 

shall be performed by the Service Provider at no additional cost to the Director.  Additional 

costs for repeat microbial monitoring shall be considered an Emergency Service and shall be 

paid as Additional Service.  If required, the Service Provider shall prepare and implement a 

corrective action plan in accordance to the provisions of 30 TAC §290.116. 

4.2.6.2 Analyses for fecal coliform or Escherichia Coli if required under provisions of 

30 TAC §290.109(c)(5) shall be performed by Service Provider.  Costs for fecal coliform or 

Escherichia Coli analyses shall be considered an Emergency Service and shall be paid as 

Additional Service. 

4.2.6.3 Analytical procedures for microbial contaminants shall be performed in accordance 

with 30 TAC §290.119.  Testing for microbial contaminants shall be performed at a laboratory 

certified by the Texas Department of State Health Services (TDSHS) Bureau of Laboratories 

or its successor agency. 

4.2.6.4 The Service Provider shall notify the TCEQ and the Director immediately after it 

learns of an acute microbial (MCL) violation, but no later twelve (12) hours. 

4.2.6.5 The Director shall provide boil water notifications to customers of affected water 

systems within 24-hours as required by 30 TAC §290.122 whenever an acute microbiological 

MCL violation occurs.  When the boil water notification is no longer in effect, the Director 

shall notify affected customers in a similar manner. 

4.2.7 The Service Provider shall monitor color at each point where potable water enters a 

distribution system on a daily basis using analytical techniques specified in 40 CFR §143. 

4.2.8 The Service Provider shall monitor fluoride concentrations at each point where potable water 

enters a distribution system on a daily basis using analytical techniques specified in 40 CFR §141. 



 

 

4.2.9 The Service Provider shall monitor pH levels at each point where potable water enters a 

distribution system on a daily basis using analytical techniques specified in 40 CFR §141, to ensure 

that pH levels do not fall below 7.0. 

4.2.10 The Service Provider shall monitor total phosphorous, condensed phosphate or acid-

hydrolyzable phosphorous at each point where polyphosphate addition occurs on a monthly basis 

using analytical techniques specified in 40 CFR §143 or the latest edition of “Standard Methods for 

the Examination of Water and Wastewater” (American Public Health Association, American 

Waterworks Association, and Water Pollution Control Federation). 

4.2.11 The Service Provider shall monitor iron and manganese at each point where potable water 

enters a distribution system on a monthly basis using analytical techniques specified in 

40 CFR §143 or the latest edition of “Standard Methods for the Examination of Water and 

Wastewater” (American Public Health Association, American Waterworks Association, and Water 

Pollution Control Federation). 

4.2.12 The Service Provider shall monitor arsenic using Hach test strip, or approved equal, at 

each point where potable water enters a distribution system on a monthly basis. 

4.2.13 The Service Provider shall monitor total cyanide where potable water enters a distribution 

system on a monthly basis. 

4.2.14 The Service Provider shall assist City and/or regulatory agency personnel with sample 

collection associated with compliance monitoring for organic contaminants, inorganic contaminants, 

radiological contaminants, lead and copper, total trihalomethanes, haloacetic acids, and other 

contaminants. 

4.2.15 Each month, the Service Provider shall submit a daily operating report for each water 

system to the Director.  The daily operating report shall summarize information in the previous day’s 

operating log.  Additionally, the operating report shall include justification and a cost estimate for 

completion of any Emergency Service performed during the previous day.  Daily operating reports 

shall be prepared in Word format and shall be submitted electronically or via facsimile.  A hard copy 

shall be mailed to the Director. 

4.2.16 The Service Provider shall prepare and submit the Quarterly Distribution Report for Public 

Water Systems, as specified in 30 TAC §290.110(e) for review and approved by the Director.  The 

report shall be submitted to the Director by the fifth day of the month following the reporting period, 



 

 

unless instructed otherwise by the Director.  The service provider will correct any deficiencies 

identified by the Director. 

4.2.17 The Service Provider shall file and maintain all logs, records, and reports required by the 

Contract and applicable regulations for duration of the Contract Term.  Records must be made 

available, upon request, for review by the Director or regulatory authorities.  At a minimum, the 

following records shall be retained: 

• Chemical consumption data. 

• Volume of water treated each day. 

• Date, location, and nature of water quality, pressure, or outage complaints and the results 

of any subsequent complaint investigations. 

• Dates that dead-end mains were flushed. 

• Dates that storage tanks and other facilities were cleaned. 

• Maintenance records for equipment and facilities. 

• Copies of notices of violation and any resulting corrective actions. 

• Copies of any public notice issued by the water system. 

• Calibration records for laboratory equipment, flow meters, rate-of-flow controllers, and on-

line disinfectant residual analyzers. 

• Results of chemical and microbiological analyses. 

• Copies of operating logs, daily operating reports, and monthly operating reports. 

• Written reports, summaries, or communications relating to sanitary surveys of the 

systems. 

• Logs of emergency power use and maintenance. 



 

 

4.2.18 The Service Provider shall maintain and update the monitoring plans for the water systems 

as required by 30 TAC §290.121.  The Service Provider shall also prepare, maintain, and/or update 

a Risk Management Plan for each water system as required by Clean Air Act and 40 CFR Part 68. 

4.2.19 The Service Provider shall remove accumulated silt and deposits from each storage tank 

once every three years, not less than once during the Contract Term.  Coordinate schedule for tank 

cleaning with the Director. 

4.2.20 The Service Provider shall procure all materials, expendables, chemicals and other 

supplies required for the operation of the water system in accordance with the standards of the 

Contract. Cost for chemicals shall not be reimbursed. 

4.2.21 The Service Provider shall respond to all water quality complaints related to the water 

system, such as complaints about taste, odor, or clarity problems, and submit a written description of 

the resolution to the Director within 24 hours. 

4.2.22 During the contract term, the Service Provider shall perform any additional sampling and 

monitoring, if required, to comply with any changes made by federal, state, and local regulatory 

agency. The Director may provide a reporting template or templates for any new rule 

implementation. 

4.3 WASTEWATER OPERATIONS 

4.3.1 The Service Provider shall furnish a Class A certified wastewater treatment facility operator 

who will bear overall responsibility for operation and maintenance of the wastewater systems and 

sign all reports or certifications submitted to regulatory agencies.  The Class A certified wastewater 

treatment facility operator, proposed by the Service Provider, shall be approved by the Director. 

4.3.1.1 Each WWTP operator, except an operator-in-training, shall hold a valid certificate of 

competency as a wastewater treatment facility operator in accordance with 30 TAC 

§325.106.  An operator-in-training must work under the guidance of a certified operator. 

4.3.1.2 Each WWTP shall be operated on a daily basis by a certified chief operator or a 

certified operator holding a certificate of the same class or higher. 

4.3.1.3 Certified chief operators, proposed by the Service Provider, shall be subject to 

approval by the Director. 



 

 

4.3.1.4 When shift operation of the WWTP is necessary, each shift that does not have on-

site supervision by the certified chief operator shall be supervised by an operator in 

responsible charge with a certification not less than one level below the chief operator.  The 

licensed chief operator or operator holding the required level of license or higher shall be 

available by telephone or pager seven days-a-week. 

4.3.2 The Service Provider shall collect and analyze samples at the frequency specified by permit  

4.3.2.1 Analytical results including quality control data shall be reported monthly 

4.3.2.2 Sample collection and analytical methods shall conform to requirements in the 

latest edition of “Standard Methods for the Examination of Water and Wastewater” (American 

Public Health Association, American Waterworks Association, and Water Pollution Control 

Federation), or the Environmental Protection Agency manual entitled “Methods for Chemical 

Analysis of Water and Wastes” (EPA 600/4-79/020) 

4.3.3 At a minimum, the Service Provider shall perform the following process control testing at 

each WWTP at the specified frequency: 

4.3.3.1 Dissolved oxygen shall be measured in each aeration basin five times per week 

using the membrane electrode method. 

4.3.3.2 Mixed liquor suspended solids shall be measured in each aeration basin five times 

per week. 

4.3.3.3 Sludge blanket shall be measured in each clarifier daily. 

4.3.3.4 Settleable solids shall be measured daily. 

4.3.4 The Service Provider shall procure any chemicals, materials, expendables, and other 

supplies required for the effective and efficient operation of the wastewater systems in accordance 

with the standards of the Agreement.  Cost for chemicals shall not be reimbursed. 

4.3.5 The Service Provider shall respond to all wastewater service complaints and submit a written 

description of the resolution to the Director within 36 hours.  When a complaint involves the 

operation of one of the treatment plants, the monthly operating report containing up-to-date daily 

information, shall be transmitted to the Director electronically within 12 hours. 



 

 

4.3.6 On the day after any Emergency service, the Service Provider shall electronically transmit a 

report to the Director that includes a justification and a cost estimate to complete the Emergency 

service started. 

4.3.7 The Service Provider shall daily log operating information for each wastewater system on the 

monthly report.  The monthly report shall include information for each day and a summary thereof.  

Monthly operating reports shall be prepared in a format compatible with Microsoft Word or Excel and 

shall be submitted electronically.  A hard copy shall be mailed to the Director once a month. 

4.3.8 The Service Provider shall be responsible for final disposal of sewage sludge, including all 

monitoring requirements, in conformance with 30 TAC §312, 40 CFR §503 and other applicable 

regulations, ordinances, and permits.  Analytical results shall be reported to the Director.  The 

Service Provider may dispose of the sludge in a land fill, by land application, or by means of the 

Bioset Process; however, the Service Provider shall comply with all applicable laws, regulations, 

ordinances, and permits. 

4.3.8.1 The Service Provider shall prepare the annual report to the TCEQ and submit a 

draft report of the same to the Director for review and approval. 

4.3.8.2 If the sewage sludge fails the Toxicity Characteristic Leaching Procedure, the 

Service Provider will pay the incremental cost for hazardous waste transportation and 

disposal, in excess of routine costs for nonhazardous waste transportation and land 

application, as an Additional Service. 

4.3.9 The Service Provider shall annually certify that the wastewater solids have been processed 

and disposed according to 40 CFR Part §503 and/or 30 TAC §312 regulations, using the language 

therein.  If the responsibility for solids processing and solids disposal is shared by two different 

organizations, both organizations shall certify compliance of the regulations according to their 

responsibilities.  Detailed records of physical and chemical parameters and other data shall be filed 

and maintained as specified in Section 4.3.16. 

4.3.9.1 Land application sites may contain several tracts, but biosolids from the City shall 

be applied only to tracts reserved for the exclusive use of the City. 

4.3.9.2 Prior to land application of biosolids to a new contract site, soil from that site shall 

be analyzed for all the constituents regulated under the 40 CFR §503 in order to provide 

information on existing site conditions.  Sampling and analysis procedures shall be submitted 



 

 

to the Director for approval prior to sampling and analysis.  The Service Provider shall pay for 

any soil analyses required. 

4.3.10 The Service Provider may use equipment associated with the Bioset Process at its 

discretion in accordance with Section 4.3.8, following written notice to the Director.  However, the 

Service Provider shall pay all expenses including, but not limited to, licensing fees, operation and 

maintenance costs, and disposal fees, required to process and dispose of the biosolids in 

conformance with 30 TAC §312, 40 CFR §503 and other applicable regulations, ordinances, and 

permits as specified in Section 4.3.11. 

4.3.11 The Service Provider shall remove and dispose of all settled materials from lift stations, 

influent channels, aeration basins, digesters, and sludge channels, if practicable without disruption 

of wastewater services, whenever the available capacity of any individual unit is less than 90% of its 

total capacity. 

4.3.11.1 The Service Provider shall clean all other process facilities/structures on a regular 

basis as necessary in order to meet the required performance standards. 

4.3.11.2 All materials removed from process facilities shall be handled and disposed of in 

accordance with applicable federal, state, and local regulations. 

4.3.12 DELIVERY TICKETS 

4.3.12.1 The Service Provider must provide a five-part manifest signed by the operator at 

the plant of origination, the vehicle driver, and the signature and/or stamp of a responsible 

person at the final destination for all biosolids / solids hauled under this contract. 

4.3.12.2 The five-part manifest shall be supplied by the Service Provider and shall comply 

with City of Houston Water and Sewer Code, Article XI (Transportation and Treatment of 

Certain Wastes), Division 8 (Manifest/Septic Tank Control Ticket Documents).  Approval of 

the manifest and additional information may be obtained from the City Health Department, 

Environmental Health, Waste Transport Vehicle Permits (713/640-4399).  

4.3.12.3 Loads requiring a five-part manifest include: 

• Biosolids 

• Sand and grit 



 

 

• Dilute solids 

• Loads also requiring a weigh ticket with tare and gross weights 

• Sand and grit 

4.3.12.4 THE CONTRACT ADMINISTRATOR MAY REQUIRE LOADS OF OTHER 

MATERIAL(S) TO HAVE WEIGH TICKETS AND/OR FIVE-PART MANIFESTS 

4.3.13 Two cleanout operations per unit shall be included as Basic Services. Additional cleanout 

operations, if necessary, shall be considered Additional Services. 

4.3.14 The Service Provider shall file and maintain all logs, records, and reports required by the 

Agreement and applicable regulations for the duration of the Agreement.  Records shall be furnished 

to the Director upon request in hard copy and/or electronic format compatible with Microsoft Office 

software.  At a minimum, the following records shall be retained: 

• Chemical consumption data. 

• Average daily flow and peak 2-hour flow, where applicable. 

• Maintenance records for equipment and facilities. 

• Logs of emergency power use and maintenance. 

• Copies of notices of violation and any resulting corrective actions. 

• Copies of operating logs, daily operating reports, and monthly operating reports. 

• Analytical results for effluent CBOD, TSS, ammonia, pH, DO, and residual or fecal 

coliform. 

• Calibration records for laboratory equipment, flow meters, rate-of-flow controllers, pH 

meters, temperature measuring devices, timers, on-line disinfectant residual 

analyzers, and other instruments used to measure data required to demonstrate 

compliance with applicable regulatory or permit requirements. 

• Description as to how the Class A or Class B biosolids regulations were met and 

records of physical and chemical parameters demonstrating that biosolids were 



 

 

processed in accordance with applicable regulations including analytical results, 

certifications, and operational records. 

• Information related to sludge transportation (name, transporter registration number, 

manifest number, date and time, weight, etc.). 

• Information related to sludge disposal (land application or landfill site owner, location, 

registration or permit number, etc.). 

4.3.15 The Service Provider shall provide regular safety training for all employees as required by 

30 TAC § 317.7. 

4.3.16 The Service Provider shall test backflow prevention devices at the wastewater facilities 

annually in accordance with 30 TAC §317.4. 

4.3.17 The Service Provider shall furnish laboratory apparatus required for routine process control 

and compliance monitoring. 

4.3.18 The Service Provider shall provide a regular preventive maintenance schedule to the City 

of Houston Wastewater Operation for the Greater Northeast Houston Service Area Plants and Lift 

Stations equipment. 

4.3.19 The Service Provider shall provide a detailed preventive maintenance report for each piece 

of equipment based on manufacturer recommendations or specific standards including the method 

and procedure.   

4.3.20 The Service Provide shall provide a fully detailed technical report of repairs to the City of 

Houston Wastewater Operations.  Anytime, the City’s Wastewater Operation is being charged for 

repairs. 

4.3.21 The Service Provider shall provide digital pictures with electronic files before and after any 

repairs that is being charged to the City. 

4.3.22 The Service Provider shall provide the amount of liquid volume hauled with the 

corresponding per cent solids contents from Kingwood West, Forest Cove, Cedar Bayou, and/or 

West Lake Houston plants to Kingwood Central Wastewater Treatment Plant in a monthly report 

including the date and day of week. 



 

 

4.3.23 The Service Provider shall provide a list of the subcontractors and supplier(s) as an 

attachment to the City of Houston that shall be approved by the Director.  If future changes are 

required, subsequent approval shall again be obtained from The Director. 

4.3.24 The Service Provider shall provide access to the Service Provider’s Preventive 

Maintenance Reports so that Wastewater Operations can check Preventative and Maintenance 

schedules. 

4.3.25 The Service Provider shall provide a list of all repairs in the monthly report. 

4.4 UTILITY MAINTENANCE 

4.4.1 At a minimum, the Service Provider shall assign one Class C or higher certified Chief 

Operator and one additional Class C or higher certified operator to supervise water distribution 

systems as required by 30 TAC §325.8(d).  The certified Class C operators, proposed by the Service 

Provider, shall be subject to approval by the Director. 

4.4.1.1 A certified groundwater treatment operator may perform all duties relating to the 

operation and maintenance of drinking water production and water distribution systems.  

4.4.2 The Service Provider shall provide at least one operator for each wastewater collection 

system who holds a certificate of competency equal to or higher than the Class III Collections 

license.  An operator-in-training must work in the presence of a certified operator. 

4.4.3 The Service Provider shall be responsible for investigating all service requests, and 

otherwise handling administrative work associated with closing-out service requests, and contacting 

Central Operations Sections (COS) electronically for creation of a work order. All customer 

complaints shall be referred to 311 for creation of a service request. At least 90% of all service 

requests shall be investigated by the Service Provider within 24 hours of creation of the service 

request.  Investigate is defined as inquiring into the subject of the service request by making contact 

with the customer through phone, face-to-face contact or by leaving a door hanger with the Service 

Provider’s contact information.  The Service Provider will be responsible for closing out work orders 

if approved by the city inspector. If no repair is required, the service request must be closed 

immediately. Each morning, the Service provider shall submit a daily route spreadsheet by e-mail to 

the Director, no later than 7:00 am.  The daily route spreadsheet must list all crews, work orders, 

and service requests that are scheduled for that day.  



 

 

4.4.4 The Director will provide the Service Provider with access to Information Management 

System (IMS) software.  The Director will procure software license agreements as required to outfit 

as many computers as deemed necessary by the Service Provider.  It is the Service Provider’s 

responsibility to provide all computer hardware, and T1 or DSL connections, associated with utilizing 

the City's IMS software.  The computers shall meet the minimum standard set by the Director. 

4.4.5 The Service Provider shall be responsible for querying the IMS software as needed to 

identify new Service Requests.   

4.4.6 A sample Fire Hydrant Inspection Form is included in Appendix M.  Each fire hydrant 

inspection shall include opening and slowly closing of the hydrant to verify that it is operational.  

Also, each fire hydrant shall be visually inspected for any apparent leaks, defects, or damage.  The 

inspection shall include taking at least two digital photographs with time and date stamp of the fire 

hydrant.  One of the digital photographs with time and date stamp shall include an identifiable 

landmark in the background (if possible).  The second digital photograph with time and date stamp 

shall be a close up of the fire hydrant.  Additional photographs with time and date stamp shall be 

taken to show any apparent defects or damage. 

4.4.6.1 The Service Provider shall replace or repair any hydrants found to be defective. The 

Service Provider shall not replace or repair any hydrants until the Director authorizes such 

work.  All costs associated with fire hydrant repair or replacement shall be included in the 

original contract price, as stated in section 4.4.17 of this RFP 

4.4.6.2 The Service Provider shall be responsible for conducting fire hydrant preventative 

maintenance (PM), in accordance with the Fire Hydrant Preventative Maintenance 11 Point 

Inspection form (Appendix M),  PM shall include, exercising fire hydrant valves, pressure 

testing hydrants, flushing hydrants, greasing all nozzles, scraping/removing rust and paint, 

cutting and disposing of wild vegetation, and painting fire hydrants.  PM may also include 

services such as installing reflectors in the street, Unique Feature Identification (UFID) 

labels, replacing caps/nozzle gaskets and chains, if needed. 

4.4.6.3 A digital photograph with time and date stamp shall be taken of each fire hydrant 

after PM is complete.  Photographs shall be submitted electronically to the Director on a 

monthly basis.  



 

 

4.4.7 The Service Provider shall replace or repair any manhole found to be defective. The Service 

Provider shall not replace or repair any manholes until the Director has provided authorization.  An 

effort shall be made by the Service Provider to unclog sewer lines that are downstream of manholes 

that are found to be surcharged.  Unclogging sewer stoppages associated with manhole inspections 

will be included in the original contract price, as stated in section 4.4.17 of this RFP.  Manholes 

originally found to be surcharged shall be re-inspected, at no extra cost to the City, once the 

downstream line is cleared and the water level recedes. 

4.4.8 The Service Provider shall unclog sewer stoppages as needed to maintain adequate 

hydraulic performance of the sanitary sewer collection system.  Unclogging sewer lines shall be 

attempted using hydraulic jetting equipment.  The Service Provider may be required to jet sewer 

lines up to 180 setups or more per year.  All costs associated with unclogging stoppages of sewer 

lines shall be included in the original contract price, as stated in section 4.4.17 of this RFP.  

4.4.9 The Service Provider shall exercise all waterline valves 16 inches or above in GNEHSA 

once every 12 months, including valves located on buried water distribution lines (Appendix L). 

4.4.9.1 For each waterline valve, exercising shall include fully closing and fully reopening 

(or vice versa) of each valve. If a valve is found to be non-operational, the Service Provider 

shall promptly notify the Director.  Any valve defects shall be described in the Service 

Provider's monthly report.  All costs associated with exercising waterline valves shall be 

included in the original contract price, as stated in section 4.4.17 of this RFP. 

4.4.10 The Service Provider shall repair all broken, blocked, collapsed, or ruptured lines, mains, 

service lines in right-of ways or easements, valves, or other components of the Water Distribution 

System in accordance with the standards of this RFP. 

4.4.11 The Service Provider shall repair all broken, blocked, collapsed, or ruptured lines, main 

lines, service lines in the right-of-ways, easements or other components of the Wastewater 

Collection System in accordance with the standards of this RFP. 

4.4.12 The Service Provider will clean, using hydraulic jetting equipment, five hundred (500) feet 

upstream and downstream of any collection line repair when possible. 

4.4.12.1 REPAIRS. The Service Provider shall repair/replace all broken, blocked, 

collapsed, or ruptured lines, main lines and service lines in easements, right-of-ways, or 

other components of the water distribution and wastewater collection systems within five (5) 



 

 

days from the date the work order is created. The Service Provider is responsible for 

notifying all customers of pending repairs and water service interruptions.  It is the Service 

Provider’s sole responsibility to contact each resident or business that it reasonably is able to 

determine will be affected by such pending repairs and water service interruptions.  This 

specifically includes water outages of any duration and limited access to streets, driveways, 

or sidewalks.  Service Provider shall attempt to speak with each such resident or business, 

and having tried and failed shall place a door hanger to convey the duration of service or 

other interruption.  Door hangers shall list the telephone numbers of the Service Provider and 

field superintendent.  The Service Provider is responsible for supplying such materials 

needed to properly notify residents.  

4.4.12.2 RESTORATION. Concrete and site/yard work shall be completed within five (5) 

days after the repairs are completed.  The City will not pay for a work order until all of the 

work is complete, including restoration.  The City will take digital photographs and walk 

through with the Service Provider if necessary, before considering a work order complete.  

Work orders shall always be scheduled with the older dated work orders first. 

4.4.12.3  “FIRST COME FIRST GO”: shall be the order of completions of work.  However, 

the Director may require certain work order(s) to take priority in emergency situations.  If any 

work is not completed as described above, the Service Provider may be required to state 

reasons for the delays in the Daily Schedule beginning the 11th day from the date the work 

was issued.  The Service Provider shall make “special effort” to complete as many work 

orders as possible by the 28th of the month.  All work completed by the end of the month 

shall be paid that month.  However, the City doesn’t guarantee payment in that month if the 

last days of the month are weekends. 

4.4.12.4 NON PERFORMANCE. If Service Provider does not complete repair or 

restoration within the specified time referenced in 4.4.12, then the Director may, at his 

discretion, impose liquidated damages in the amount of $ 250.00 per day for each 

occurrence.  



 

 

4.4.13 The Service Provider shall repair water lines and sanitary sewer lines in accordance with 

applicable sections of the “City of Houston's Utility Maintenance Field Policy Manual” (refer to 

Appendix O - City of Houston, Sections of Utility Maintenance - Field Policy Manual). 

4.4.14 The Service Provider shall photograph and document site conditions before proceeding 

with any pavement cutting and/or excavating.  At least two digital photographs, with time and date 

stamp, of the open excavation shall be taken.  A digital photograph, with time and date stamp, shall 

be taken once the repair has been made and the line has been backfilled up to the spring-line of the 

pipe.  If a pavement repair is required, a digital photograph, with time and date stamp, shall be taken 

that shows bedding and reinforcement-steel (complete and in-place) before concrete is placed.  A 

final digital photograph shall be taken once the repair has been made and cleanup work is complete. 

4.4.15 The Service Provider shall procure all materials, expendables, chemicals, and other 

supplies required for the operation of the distribution and collection lines in accordance with the most 

current City of Houston Public Works & Engineering Approved Products List. 

4.4.16 If required by Work Order, the Service Provider shall analyze samples and provide tests, 

reports, or studies in connection with the operation, maintenance, and repair of the distribution and 

collection lines. 

4.4.17 COST 

4.4.17.1 Basic Services-All work described in section 4.4 UTILITY MAINTENANCE and 

any associated work concerning Utility Maintenance is based on the Basic Services 

Worksheet for Utility Maintenance (chart below).  Basic Services or “routine maintenance” 

includes all services listed on the attached worksheet. Basic Services shall also include the 

cost for repairs, replacements, preventative maintenance, labor, materials, tools, machinery, 

and all other costs associated with the operation and maintenance of the Greater Northeast 

Houston Service Area Water and Wastewater System Facilities. The Service Provider shall 

use the attached worksheet to determine the projected costs based on a three (3) year 

estimate, with two one-year options.  The projected costs for years four (4) and five (5) will 

be based on the Projected Number of Work Orders (annually).  The Service Provider will be 

responsible for recording such costs on the Pricing Template found in section 3, Price 

Proposal Form.   



 

 

The Service Provider shall complete the stated projected number of work orders (based on 

36 months) by the completion of the three (3) year contract term.  In the event the Service 

Provider does not meet such requirements at the completion of the three (3) year contract 

duration, the Service Provider shall refund the City for the cost of services not rendered.  The 

refund will be based on the difference between the projected cost total for 36 months and the 

actual cost for the work orders performed. The actual cost will be based on the cost provided 

on the attached Basic Services Worksheet for Utility Maintenance. 

The Service Provider is not entitled to additional payment for materials, supplies, labor, 

engineering testing, tools, machinery or any other expenditures incidental to the satisfactory 

completion of the work described under section 4.4.  Additionally, the Director, at his 

discretion, may carry out work for any repairs/replacements of any components of water 

distribution and wastewater collection systems, labor, equipment, and/or materials and any 

purchases of equipment materials or supplies with no due compensation to the Service 

Provider under this contract. 



 

 

 

4.4.17.2 Additional Services-No additional services fees will be applied to work performed 

under section 4.4 UTILITY MAINTENANCE 



 

 

4.5 SECURITY REQUIREMENTS 

The Service Provider agrees to strictly abide by all security regulations issued by the Director as 

stated below. 

4.5.1 Resident Service Providers and Subcontractors:  Resident Service Providers and their subs 

are defined as permanent Service Provider and subcontractor employees requiring access to PUD 

sites for more than 60 days. 

4.5.2 All Resident Service Provider and subcontractor employees shall adhere to the following: 

• Shall provide proof of U.S. Citizenship or work permit such as a Birth Certificate or 

Resident Alien Card and etc. upon request. 

• Submit a “Consent to Release Information” form for their criminal background check. 

• Submit a “Badge Request Form” to receive their COH contractor badge. 

• Shall provide any other documentation necessary to complete criminal background 

checks if requested. 

• Shall display their COH contractor badge at the entrance gate or when asked by security 

and/or a COH employee, and shall have their COH contractor badge displayed free of 

obstruction while on COH property. 

• Shall have their valid driver’s license or state issued I.D. in their possession at all times. 

• The Service Provider company and the employee will be held responsible for returning all 

COH contractor badges upon completion of project or termination of employment. 

• The COH may file criminal and/or civil charges for failure to return government property. 



 

 

4.5.3 Non-Resident Service Providers and Subcontractors:  Non-resident Service Providers and 

subcontractors are defined as contactor and subcontractor employees (to include all individuals 

needing access to perform a service/work) requiring access to PUD sites for less than 60 days. 

4.5.4 All Non-Resident Service Provider and subcontractor employees shall adhere to the 

following: 

4.5.5 General Conditions: 

4.5.5.1 It is the responsibility of the Service Provider and Subcontractor to immediately 

notify the PWE Security Section of any personnel changes. 

4.5.5.2 The COH/PWE Security Group will conduct a criminal background check (at no 

cost to the Service Provider) on all Service Provider and subcontractor employees assigned 

to work a PUD site.  The Service Provider shall contact the PWE Security Section during 

normal business hours (8:00 am to 5:00 pm, M-F) to coordinate completion of criminal 

background checks. 

“All badge processing shall be scheduled ahead of time with Shandra Jones.” 

Thomas Collins, Security Manager - (713) 501-6475; Thomas.collins@cityofhouston.net 

Carlos Martinez, Sr. Public Loss Investigator - (713) 504-7288; 

carlos.martinez3@cityofhouston.net 

Jerry Zahn, Sr. Public Loss Investigator - (713) 297-1418; jerry.zahn2@cityofhouston.net 

Shandra Jones, Security Leader - (713) 560-9826; shandra.jones@cityofhouston.net 

Jason Salas, Security Leader - (713) 689-9029; Jason.salas@cityofhouston.net 

Derek Harrison, Security Leader - (713) 416-0053; derek.harrison@cityofhouston.net 

4.5.5.3 The Service Provider shall agree to completion of the City’s Disclosure and Consent 

for Release of Information and any other documentation necessary to complete criminal 

background checks. 

4.5.5.4 The COH photo identification office is located at 611 Walker Street in Houston, 

Texas on the 3rd floor of the annex (713-837-7593 phone 713-837-0735 fax).  Identification 

cards / access badges will only be issued by the City once a background check has been 



 

 

completed for the Service Provider or subcontractor employee, and clearance has been 

granted by the Director. 

PHOTO ID OFFICE HOURS: 

Mon. & Wed.  8 am to 12 noon 

Tues. & Thurs. 12 noon to 4 pm 

Fri.    Closed 

Lost cards are disabled and replacement cost is $50.00 

4.5.5.5 Construction and/or Contract Management are responsible for providing security a 

weekly updated list of all employees (Service Providers and subs). 

4.5.5.6 All General Service Providers/Sub Contractors and their employees will be held 

accountable for the return of ALL City issued badges of their employees and sub contractor 

employees. Criminal charges may be filed in an effort to recover the outstanding badges. 

4.5.6 Service Provider and Subcontractor Vehicles: 

• All personal and company vehicles are required to have the Company’s Logos at all 

times while on COH property. 

• The Company Logos shall not be smaller than 12” x 12” placed on the driver and 

passenger side doors. 

• All vehicles shall have the owner’s/operator’s name, phone number, and company name 

displayed on the dashboard for identification purposes during emergencies. 

4.5.7 Enforcement: 

• No Service Provider or Subcontractor employee will be allowed to enter the facility 

without having a COH contractor badge or company issued badge along with a valid 

state issued I.D. or driver’s license. 

• Any Service Provider or Subcontractor employee found on any COH/ PUD site without 

proper identification will be immediately escorted off the property. 

• In addition, construction management will issue a non-compliance letter to the Service 

Provider responsible. 



 

 

• Furthermore, the Director will not allow contract employees conditional access pending 

the arrival of requested badges. 

• If an employee does not have proper identification, he/she will not be allowed to report to 

duty at any PUD site. 
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APPENDIX A 

DISCHARGE PERMIT AND PROCESS DIAGRAM 

KINGWOOD CENTRAL WWTP 



































































































































 

 

APPENDIX B 

DISCHARGE PERMIT AND PROCESS DIAGRAM 

FOREST COVE WWTP 

 





































































 

 

APPENDIX C 

DISCHARGE PERMIT AND PROCESS DIAGRAM 

KINGWOOD WEST WWTP 

 

























































































































 

 

APPENDIX D 

DISCHARGE PERMIT AND PROCESS DIAGRAM 

CEDAR BAYOU WWTP 
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CEDAFR BA OU

MAJOR UNIT CAPACITIES
Unit

Lift Station

Aeration Basin
Blowers

Capacity
(Firm)
(Total)

(Firm)
(Total)

7.8
10.4
Es

11.6
15.3

mgd
mgd
mgd
mgd
mgd

Secondary Clarifier (Design)
(2—Hrs peak)

Chlorine Contact Chamber

3.5
7.0
7.2

mgd
mgd
mgd

PERMITTED FLOW
Daily Average
2 — hours Peak

MAY 2005

0.82 mgd
6.55 mgd

WWTR

K:\Projects\Hi1\CityofHoustonPerm~ts\WWTP\Cedar Bavou.dwg



 

 

APPENDIX E 

DISCHARGE PERMIT AND PROCESS DIAGRAM 

WEST LAKE HOUSTON WWTP 

 

FACILITY TO BE ADDED UPON ACCEPTANCE BY THE CITY OF 
HOUSTON 

 

 



 

 

APPENDIX F 

HISTORICAL DATA ELECTRICAL CONSUMPTION (KWH) AT WWTPS 

(24 MONTHS) 

 



 

 

Kingwood - 1 Kingwood - 2 Kingwood - 3 Forest Cove - 2 Forest Cove - 3 District 58
Date Pumpage (MG) kWh Usage Pumpage (MG) kWh Usage Pumpage (MG) kWh Usage Pumpage (MG) kWh Usage Pumpage (MG) kWh Usage Pumpage (MG) kWh Usage

Oct 07 100.106 214,890 99.446 184,288 33.851 56,776 0.000 0 18.578 48,960 0.000 N/A
Nov 07 96.146 205,385 88.664 228,682 16.949 171,320 0.000 160 17.477 43,360 0.000 N/A
Dec 07 96.793 208,263 59.013 136,525 4.909 58,304 0.000 0 19.797 45,760 0.000 N/A
Jan 08 101.314 155,429 35.540 108,547 15.677 55,576 0.000 0 21.488 44,320 0.086 N/A
Feb 08 91.145 323,445 35.255 58,226 11.612 43,344 0.000 0 20.586 47,680 0.000 N/A
Mar 08 76.418 191,319 68.429 98,652 38.578 52,728 0.000 0 21.866 51,040 0.044 N/A
Apr 08 71.125 152,399 61.389 135,225 110.928 213,984 0.000 0 21.467 52,160 0.000 N/A
May 08 79.195 168,900 70.386 116,624 109.653 200,952 0.054 160 24.871 54,888 0.178 N/A
Jun 08 91.234 207,373 89.872 172,481 110.890 289,520 0.000 320 23.960 59,520 0.000 N/A
Jul 08 96.698 231,922 103.516 206,934 124.173 288,992 0.000 0 20.258 61,440 0.008 N/A
Aug 08 82.110 209,262 77.809 166,336 104.895 187,408 0.000 0 25.764 46,240 0.000 N/A
Sep 08 12.505 841 138.251 158,680 76.779 172,632 0.000 0 23.538 45,600 N/A N/A
Oct 08 20.277 989 64.085 242,798 95.372 138,792 0.000 0 23.259 71,840 N/A N/A
Nov 08 81.407 808 36.996 190,656 80.791 8,256 0.000 0 23.208 108,960 0.428 N/A
Dec 08 76.755 394,962 8.341 311 78.795 188,264 0.000 0 24.672 92,000 0.570 N/A
Jan 09 80.681 459,534 21.727 162,790 68.944 187,880 0.155 320 22.064 186,560 0.000 N/A
Feb 09 70.774 67,008 53.753 159 41.467 58,464 0.124 160 21.805 58,560 0.000 N/A
Mar 09 88.430 199,167 29.386 47,487 80.216 168,360 0.000 0 25.266 53,600 0.000 N/A
Apr 09 70.685 138,432 33.292 62,695 73.322 177,104 0.009 960 20.736 67,200 N/A N/A
May 09 71.376 38,735 65.315 127,852 88.140 180,128 0.000 320 21.948 50,720 N/A N/A
Jun 09 69.736 555,569 122.635 153,787 126.437 300,864 0.002 320 27.117 55,360 N/A N/A
Jul 09 119.467 238,878 130.997 225,959 122.829 303,656 0.196 0 26.169 68,320 0.000 N/A
Aug 09 130.223 234,085 73.411 367,870 118.138 479,872 0.045 1,441 27.431 65,920 1.067 N/A
Sep 09 54.032 218,469 119.127 244,848 57.310 234,048 0.000 160 22.752 62,400 N/A N/A

Belleau Woods - 2 Moonshine Hills District 73-1 District 73-2
Date Pumpage (MG) kWh Usage Pumpage (MG) kWh Usage Date Pumpage (MG) kWh Usage Pumpage (MG) kWh Usage

Oct 07 0.281 2,600 2,304 Oct 07 14.671 20,640 0.007 0
Nov 07 0.147 2,520 0 Nov 07 13.890 33,920 0.394 2,080
Dec 07 0.048 2,760 0 Dec 07 13.276 33,120 1.317 3,680
Jan 08 0.192 4,000 15,264 Jan 08 13.968 6,000 0.000 28,416
Feb 08 0.054 0 9,120 Feb 08 0.706 33,400 10.282 0
Mar 08 0.415 6,480 6,816 Mar 08 7.348 11,200 4.625 4,640
Apr 08 0.260 2,360 4,128 Apr 08 1.576 24,320 8.504 32,160
May 08 0.640 4,040 3,456 May 08 10.390 13,120 0.000 19,360
Jun 08 0.002 2,000 3,840 Jun 08 20.881 9,760 0.000 42,240
Jul 08 0.000 1,440 3,744 Jul 08 16.563 0 0.000 0
Aug 08 0.000 1,560 5,856 Aug 08 16.111 0 0.000 0
Sep 08 0.703 1,400 5,376 Sep 08 12.472 33,760 0.000 1,440
Oct 08 0.740 0 2,208 Oct 08 12.806 57,920 0.539 480
Nov 08 1.501 0 4,512 Nov 08 11.635 0 0.333 0
Dec 08 0.138 21,160 6,336 Dec 08 11.585 36,640 0.122 5,120
Jan 09 1.215 6,240 8,640 Jan 09 5.375 37,760 6.472 2,080
Feb 09 0.067 4,000 0 Feb 09 7.548 21,920 2.659 14,080
Mar 09 0.026 2,120 5,088 Mar 09 1.694 2,160 8.698 10,880
Apr 09 0.060 2,480 5,280 Apr 09 0.505 12,480 12.351 22,880
May 09 0.037 2,360 4,416 May 09 0.013 5,920 13.238 32,800
Jun 09 0.021 0 3,840 Jun 09 0.850 5,440 13.844 31,360
Jul 09 0.115 10,440 0 Jul 09 0.480 5,600 17.183 35,680
Aug 09 0.072 1,720 24,192 Aug 09 1.152 8,160 12.164 46,080
Sep 09 0.019 2,000 6,528 Sep 09 0.776 8,320 10.842 32,960

District 82 Plantation Hills Lake Houston
Date Pumpage (MG) kWh Usage Pumpage (MG) kWh Usage Date Pumpage (MG) kWh Usage

Oct 07 0.000 0 0.742 11,616 Oct 07 0.314 N/A
Nov 07 0.000 0 0.675 12,768 Nov 07 0.087 N/A
Dec 07 0.000 0 0.809 0 Dec 07 0.942 N/A
Jan 08 0.000 58,752 0.879 12,096 Jan 08 0.161 N/A
Feb 08 0.000 0 0.808 13,824 Feb 08 0.230 N/A
Mar 08 0.000 0 1.684 12,672 Mar 08 0.332 N/A
Apr 08 0.000 600 1.355 7,008 Apr 08 0.209 N/A
May 08 0.000 0 1.122 7,392 May 08 0.236 N/A
Jun 08 0.000 0 1.008 10,464 Jun 08 0.213 N/A
Jul 08 0.000 0 1.253 7,872 Jul 08 0.540 N/A
Aug 08 0.000 0 1.950 5,760 Aug 08 0.517 N/A
Sep 08 0.000 0 1.828 3,840 Sep 08 1.079 N/A
Oct 08 0.000 0 1.156 8,640 Oct 08 0.559 N/A
Nov 08 0.000 0 0.952 2,304 Nov 08 0.865 N/A
Dec 08 0.000 0 2.739 5,952 Dec 08 0.928 N/A
Jan 09 0.000 600 1.628 20,160 Jan 09 0.531 N/A
Feb 09 0.000 0 0.999 16,320 Feb 09 0.477 N/A
Mar 09 0.000 0 1.045 12,768 Mar 09 0.454 N/A
Apr 09 0.000 0 0.996 9,216 Apr 09 0.142 N/A
May 09 0.000 0 1.149 6,432 May 09 0.359 N/A
Jun 09 0.000 0 1.804 7,392 Jun 09 0.382 N/A
Jul 09 0.000 0 1.433 15,552 Jul 09 0.425 N/A
Aug 09 0.000 0 1.421 7,872 Aug 09 0.272 N/A
Sep 09 0.000 0 1.287 6,720 Sep 09 0.333 N/A

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

APPENDIX G 

HISTORICAL DATA SLUDGE PRODUCED/DISPOSED/TRANSPORTED AT 
WWTPS 

(24 MONTHS) 

 



 

 

 



 

 



 

 



 

 

August 2007 --July 2008
WWTP: Forest Cove
Permit State: Texas
Permit No: 10495-142
Disposal Site: Kingwood WWTP
Disposal Site Permit No: 10495-146

Billed To: Severn Trent
16337 Park Row
Houston, Tx 77084

Date Invoice Unit Qty Location of 
Disposal

Type TCEQ  Permit 
Number     

Metric 
Dry Tons

Transporter 
No

September 17514 Gal 112,000 Kingwood WWTP 10495-146 14.08 21484
January 17999 Gal 105,000 Kingwood WWTP 10495-146 12.06 21484

April 18469 Gal 105,000 Kingwood WWTP 10495-146 11.96 21484
July 18966 Gal 105,000 Kingwood WWTP 10495-146 11.96 21484

Gal WWTP 21484
427,000 50.06

History of Haul & Disposal of Sludge
Annual 



 

 

August 2007 --July 2008
WWTP: Kingwood West Billed To: Severn Trent
Permit State: Texas 16337 Park Row
Permit No: 10495-142 Houston, Tx 77084
Disposal Site: Kingwood WWTP
Disposal Site Permit No: 10495-146

Date Invoice Unit Qty Location 
of 

Disposal

Type TCEQ  Permit 
Number     

Metric 
Dry Tons

Transporter 
No

September 17515 Gal 91,000 Kingwood WWTP 10495-146 11.05 21484
October 17631 Gal 112,000 Kingwood WWTP 10495-146 14.04 21484

November 17771 Gal 105,000 Kingwood WWTP 10495-146 12.86 21484
January 18067 Gal 119,000 Kingwood WWTP 10495-146 13.57 21484
February 18225 Gal 105,000 Kingwood WWTP 10495-146 11.98 21484

March 18394 Gal 14,000 Kingwood WWTP 10495-146 1.6 21484
April 18394 Gal 91,000 Kingwood WWTP 10495-146 10.37 21484
April 18747 Gal 98,000 Kingwood WWTP 10495-146 11.16 21484
May 18633 Gal 105,000 Kingwood WWTP 10495-146 11.96 21484
June 18829 Gal 70,000 Kingwood WWTP 10495-146 7.97 21484
July 18839 Gal 35,000 Kingwood WWTP 10495-146 3.99 21484

945,000 110.55

History of Haul & Disposal of Sludge
Annual 

 



 

 

City Waste: Kingwood STP Hauler ID#23468
Sludge Disposal Aug 07-July 08

MONTH # OF LOAD CUBIC YARDS TS% GALLONS DRY TONS METRIC TONS

August-07 59 1475 32.7 297912 406.23 369
September-07 56 1400 32.7 282764 385.57 350

October-07 66 1650 34.6 333257 480.83 436
November-07 59 1475 34.6 297912 429.83 390
December-07 49 1225 31.6 247418 326.03 296
January-08 77 1925 38.3 388800 620.96 563
February-08 87 2175 38.3 439293 701.60 636

March-08 62 1550 32.1 313060 419.05 380
April-08 65 1625 32.1 328208 439.33 399
May-08 72 1800 32.3 363553 489.67 444
June-08 68 1700 32.3 343356 462.47 420
July-08 67 1675 32 338306 451.44 410

TOTAL 787 19675 5613.01 5092  



 

 

APPENDIX H 

HISTORICAL DATA CHEMICALS UTILIZED AT WWTPS 

(24 MONTHS) 

 



 

 



 

 



 

 



 

 



 

 

APPENDIX I 

HISTORICAL DATA DISCHARGE MONITORING REPORTS (DMRS) 

(24 MONTHS) 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 



 

 



 

 



 

 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 

 



 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 



 

 

 



 

 

 



 

 



 

 

 



 

 

 



 

 

 



 

 



 

 

 



 

 

 



 

 



 

 

 



 

 



 

 

 



 

 



 

 



 

 

 



 

 



 

 

 



 

 

 



 

 

 



 

 



 

 

 



 

 

 



 

 



 

 



 

 

APPENDIX J 

WATER DISTRIBUTION LINE INFORMATION 



 

 



 

 

 
Revised information that includes the North Lake Houston Area indicates we have an additional: 

 

600 Fire Hydrants  

840 gate valves  

Water Mains 

90,000 LF of 8” main 

12,000 LF of 12” main 

12,000 LF of 2” main 

12,000 Lf of 6” main 

2,000 LF of 4” main 



 

 

APPENDIX K 

WASTEWATER COLLECTION LINE INFORMATION 
  



 

 



 

 



 

 

APPENDIX L 

SAMPLE VALVE INSPECTION FORM 



 

 

   

 
Valve Inspection    

        
 VALVE LOCATION #:    DATE :     
 CONTRACTOR:    WORK ORDER NO:     

 ENGINEER:    KEY MAP:     
        
        
1 Turns to open   9 Turns to close     
        
2 In-line Valve YES / NO 10 Located in Concrete YES / NO   
        
3 Fire Hydrant Valve YES / NO 11 Located in Street YES / NO   
        
4 Valve Size        
        
5 Depth        
        
6 A Box Clean YES / NO      
        
7 Last Operated        
        
8 Type of Valve        
        
        
        
 Comments            
             
             
             
        
        
        

 
                                                                                  
__________________________     

 Field Drawing / As Built Inspector    
   

 

    
   N     

  
 
      

 



 

 

APPENDIX M 

HYDRANT PREVENTION MAINTENANCE 11 POINT INSPECTION 
 



 

 

Fire Hydrant Preventive Maintenance 11 Point 

Inspection 

1. Exercise fire hydrant valve using a valve key.  To close the hydrant, turn the valve key counter 

clockwise, to open the hydrant turn the valve key clockwise. 

2. Pressure test the fire hydrant for PSI and leaks using a (PSI Gage) ensuring that all caps are on 

tight.  Pressure should be at least 40 p.s.i. Record pressure reading. 

3. Flush fire hydrant for 2 minutes until the water is clear.  If 40 p.s.i. is not achieved in step 2, 

retest to determine if pressure has improved.  If pressure does not improve after flushing the 

hydrant, record on preventive maintenance report indicating that a low-pressure repair is 

needed. Record Pressure reading. 

4. Grease all nozzles and pumper nozzle. With approved grease per manufactures 

recommendation 

5. Use wire brush to scrape and remove rust and peeling paint. 

6. Cut wild vegetation 3 feet around fire hydrant, if needed.  Properly dispose of all vegetation. 

7. Paint fire hydrant (upper barrel must be painted blue) with at least two coats of paint. 

 The Bonnet should be painted according to the main size: 

a. Red – 4 inch main 

b. Yellow – 6 inch main 

c. Green – 10 to 20 inch main 

d. White – 8 inch main 

e. Orange – 24 to 60 inch main 

f. Orange Bonnet and Orange Caps – 24 to 60 inch. Pressure is 100 p.s.i. (Special high 

pressure) 



 

 

g. Solid Red – private hydrant used inside an industrial complex 

8. Install a reflector in the street, if needed parallel to the hydrant 9” from center line on fire hydrant 

side of the street.  Be sure to thoroughly mix the glue and epoxy. 

9. Replace chains, if needed. 

10. Replace 2 ½ inch caps/nozzle gasket and 4-inch caps/pumper cap gasket, if needed. 

11. Install a UFID label, if needed.  Place all labels so that they may be seen from the street. 

UFID label are the contractors sole responsibility. Existing fire hydrants that have PM preformed that 

have damaged or unreadable UFID label are to have new labels printed and placed on fire 

hydrants using existing ID numbers 

New fire hydrants / replacement fire hydrants are to have a map of the area printed a cloud outline 

drawn around the symbol location of the new / replaced fire hydrant location indicated on map 

with all manufactures information, installation information & pressure information indicated on 

drawing. Finished maps are to be sent to UMB Contract Administrator who will issue new UFID 

number to contractor. UMB Contract Administrator to attach new information to GIMS form for 

new UFID to apply for new ID number. 

New / replaced fire hydrants are to have new UFID numbers that are designated but the City of 

Houston.  

UFID stickers and number are to be 2” X 8” print on reflective Dura Label tape or equal or better. All 

UFID stickers and numbers must be approved by Director. 

12. Exercise fire hydrant valve using a valve key.  To close the hydrant, turn the valve key counter 

clockwise, to open the hydrant turn the valve key clockwise. 

13. Pressure test the fire hydrant for PSI and leaks using a (PSI Gage) ensuring that all caps are on 

tight.  Pressure should be at least 40 p.s.i. Record pressure reading. 

14. Flush fire hydrant for 2 minutes until the water is clear.  If 40 p.s.i. is not achieved in step 2, 

retest to determine if pressure has improved.  If pressure does not improve after flushing the 

hydrant, record on preventive maintenance report indicating that a low-pressure repair is 

needed. Record Pressure reading. 



 

 

15. Grease all nozzles and pumper nozzle. With approved grease per manufactures 

recommendation 

16. Use wire brush to scrape and remove rust and peeling paint. 

17. Cut wild vegetation 3 feet around fire hydrant, if needed.  Properly dispose of all vegetation. 

18. Paint fire hydrant (upper barrel must be painted blue) with at least two coats of paint. 

 The Bonnet should be painted according to the main size: 

a. Red – 4 inch main 

b. Yellow – 6 inch main 

c. Green – 10 to 20 inch main 

d. White – 8 inch main 

e. Orange – 24 to 60 inch main 

f. Orange Bonnet and Orange Caps – 24 to 60 inch. Pressure is 100 p.s.i. (Special high 

pressure) 

g. Solid Red – private hydrant used inside an industrial complex 

19. Install a reflector in the street, if needed parallel to the hydrant 9” from center line on fire hydrant 

side of the street.  Be sure to thoroughly mix the glue and epoxy. 

20. Replace chains, if needed. 

21. Replace 2 ½ inch caps/nozzle gasket and 4-inch caps/pumper cap gasket, if needed. 

22. Install a UFID label, if needed.  Place all labels so that they may be seen from the street. 

 UFID label are the contractors sole responsibility. Existing fire hydrants that have PM preformed 

that have damaged or unreadable UFID label are to have new labels printed and placed on fire 

hydrants using existing ID numbers 



 

 

New fire hydrants / replacement fire hydrants are to have a map of the area printed a cloud 

outline drawn around the symbol location of the new / replaced fire hydrant location indicated on 

map with all manufactures information, installation information & pressure information indicated 

on drawing. Finished maps are to be sent to UMB Contract Administrator who will issue new 

UFID number to contractor. UMB Contract Administrator to attach new information to GIMS form 

for new UFID to apply for new ID number. 

New / replaced fire hydrants are to have new UFID numbers that are designated but the City of 

Houston.  

UFID stickers and number are to be 2” X 8” print on reflective Dura Label tape or equal or better. 

All UFID stickers and numbers must be approved by Director. 

 



 

 

APPENDIX N 

CITY OF HOUSTON EMERGENCY MANAGEMENT PLAN (HEMP) 
 



 

 

DEPARTMENT OF PUBLIC WORKS AND ENGINEERING 

Standard Operating Procedures (SOP) 

For the 

Public Utilities Division 

AUTHORITY 

 City of Houston Emergency Management Plan (hereinafter referred to as the Basic Plan) 

 Annex K, the Public Works & Engineering Department’s Annex to the Basic Plan 

General 

4 PURPOSE 

1. The purpose of this Standard Operating Procedure (SOP) is to establish, in sufficient 

detail, the operational responsibilities of the Public Utilities Division of the Department of 

Public Works and Engineering in the event of a domestic incident. Direction and control of 

the PUD is vested with the Director of the Department, and is delegated to the Deputy 

Director of the Public Utilities Division. 

A. This SOP further seeks to detail the processes and procedures whereby operations will 

occur within the individual Branches of the Division in any phase of emergency 

operations resulting from a domestic incident.  It will set forth standing orders for 

management as well as emergency responders from the Division. 

B. This SOP provides direction and control on how to address the four phases of 

emergency management; Mitigation, Preparedness, Response, and Recovery, in 

dealing with a domestic incident, in order to return the community to its normal state, as 

rapidly as possible. 

C. This SOP is designed to be used in conjunction with Annex K, and separate from the 

Basic Plan in order to facilitate responses and reduce the bulk of documents 

necessary to facilitate those responses.  Branches and Sections of the Division will 



 

 

use this document to guide their efforts in the four phases of emergency management 

as directed herein, and as may be amplified by the Deputy Director or designee.   

2. Scope 

The Public Utilities Division consists of the following entities: 

1. Utility Maintenance Branch 

2. Wastewater Operations Branch 

3. Water Production Branch 

4. Operations Support Branch 

The Division may also seek assistance from the following outside entities 

a. Houston Fire Department 

b. Houston Police Department 

c. Solid Waste Management Department 

d. Parks & Recreation Department 

e. Planning & Development Department 

f. Building Services Department 

g. Harris County (multiple agencies) 

h. Metropolitan Transit Authority (METRO) 

i. Texas Department of Transportation (TxDOT) 

j. Texas Commission Environmental Quality (TCEQ) 

k. Texas General Land Office (GLO) 

l. Other State assistance as necessary provided by a Gubernatorial Disaster 

Declaration 



 

 

Federal assistance as necessary provided by a Presidential Disaster Declaration 

1. Salvation Army 

2. American Red Cross 

3. City Contract Consultants 

3. The Public Utilities Division will have the lead responsibility for the attachment and utilization 

of augmentation personnel from any source that may become available to respond to, or 

recover from any domestic incident.  

4. The Public Utilities Division will participate in and coordinate with the Departments of Solid 

Waste Management and Parks and Recreation in all issues regarding debris management 

and the implementation of the City of Houston’s Debris Management Plan (Annex W) for 

the purposes of clearing rights-of-way of storm generated debris and the use of pre-

positioned contracts.  

1. The implementation of the City’s Debris Management Plan will be done according to 

Annex W. 

2. Absent the activation of the City’s Debris Management Plan (Annex W), debris clearing 

activities will be directed by the Deputy Director of the Public Utilities Division, 

augmented by forces from the Departments of Solid Waste Management, and Parks 

and Recreation. 

3. All issues concerning debris disposal will be the responsibility of the Director of the 

Solid Waste Management Department.  This caveat holds true regardless of whether 

any parts of the City’s Debris Management Plan (Annex W) have been implemented. 

Situations and Assumptions 

A. Situations 

1. The Division is responsible for all issues involving mobility as regards the City’s 

infrastructure.  This includes, but is not limited to the maintenance and operation of roads, 

streets, bridges, and storm water drainage systems. 



 

 

It is the Division’s responsibility to protect the infrastructure for which it is responsible and 

return those infrastructure components to normal operating conditions as rapidly as possible 

following any domestic incident, as outlined in the Basic Plan and Annex K. 

a. Domestic incidents caused by natural events, i.e., hurricanes, tornadoes, flooding, 

freezing/icing conditions, and other weather-related situations that could adversely 

affect mobility, or the supply of City services are determined the most likely to 

occur. 

b. Man-made technology issues such as transportation incidents, accidental toxic 

releases from industry, toxic or non-toxic spills on the public rights-of-way, or other 

related events, are considered also likely to occur. 

The Division has the capability both in equipment and personnel for support response to any 

given domestic incident when requested by first responder agencies such as the Fire and 

Police Departments. 

The Division will respond to any emergency situation as requested and in accordance with 

provisions contained in the Basic Plan, Annex K, and this SOP. 

Division activities in Citywide responses to any domestic incident will be conducted from the 

Department’s Emergency Center at 5500 N. McCarty.  This Center will be staffed as stated in 

Annex K.  If, for any reason the 5500 N. McCarty Facility is unavailable for use, an alternate 

Emergency Center will be determined by the Director and/or designee. 

B. Assumptions 

1. Existing Divisional personnel will be able to handle most domestic incidents with Divisional 

resources. 

2. When domestic incidents require resources, which exceed those of the Division, 

augmentation resources will be provided by the, Solid Waste Management Department, and 

Parks and Recreation Department. 

3. A trained, equipped, and coordinated force of personnel and equipment will provide a 

capable response force (augmented as necessary) to conduct operations to restore the 



 

 

City’s infrastructure to minimize disruptions of service to the citizens, and to protect life and 

property, as well as actions necessary to safeguard the public health. 

4. Specially trained Divisional personnel will be available to respond to domestic incidents. 

5. While outside assistance will be available to respond and recover from major domestic 

incidents, it is essential for the Division to be prepared to carry out domestic incident 

responses and short-term actions on an independent basis according to provisions of the 

Basic Plan and Annex K.  

6. It is possible for a major domestic incident to occur at any time and at any place in the City.  

In most cases, dissemination of warnings and increased readiness measures may be 

possible. However, some domestic incidents can occur with little or no warning. 

7. The City and neighboring counties may be isolated for several weeks in the event of a 

domestic incident.  This isolation can, however, be mitigated through effective 

communications.  This potential isolation will have no effect on the immediate implementation 

of this SOP, as response and recovery operations begin. 

8. City-wide emergency management activities will be coordinated from the Houston 

Emergency Center located at 5320 North Shepherd. 

9. City-wide Departmental and Divisional activities will be coordinated from the Department’s 

Emergency Facility located at 5500 N. McCarty. 

IV. PHASES OF EMERGENCY MANAGEMENT 

 This SOP follows the Federal Emergency Management Agency’s (FEMA) all-hazards approach 

to emergency management and outlines the four phases of approach to successfully dealing 

with any emergency situation. (See Basic Plan and Annex K) 

A. Mitigation 

Mitigation activities are defined as those designed to eliminate or reduce the effects of a 

potential domestic incident.  These include short and long term activities that could reduce 

the adverse effects of known hazards as well as those of an unforeseeable nature. 

 



 

 

1. Training of Public Utilities Division personnel in operations of their assigned tasks both 

in normal and domestic incidents scenarios. 

2. Identify supplies, equipment, and manpower requirements necessary to respond to 

domestic incidents, as well as forecast situations.  Said identification and planning is to 

assume all Public Utilities Division personnel and resources could be required to offer 

assistance depending upon the severity of the domestic incident.  Each entity in the 

Public Utilities Division will create and routinely update lists of alternate vendors for 

critical supplies and/or services. 

3. Management in Public Utilities Divisional entities will create, maintain, and routinely 

update an active database of personnel and equipment available to respond to any 

given domestic incident, as directed.  Personnel lists will include the employee’s 

assigned duty station, home address, home phone number, alternate phone number (if 

available), and other pertinent information needed to guarantee access to any 

employee.  Equipment will be categorized by type, shop number, location, hauling 

capacity (if applicable), and general intended use. 

4. Establish formal or informal mutual aid agreements with other City Departments and/or 

governmental agencies where appropriate, and as approved by the Mayor and Council. 

5. Public Utilities Division safety personnel will undertake a program in concert with the 

appropriate Deputy Assistant Director to identify vulnerabilities and hazards within 

Public Utilities Division operations and establish methods for corrections to lessen 

hazards and/or liabilities. 

6. Conduct Public Utilities Division exercises as needed, either independently, or in 

concert with the Department and/or the City’s Office of Emergency Management. 

7. Major facilities with emergency power generators will maintain this equipment, in 

conjunction with contract vendors, to insure continued operations in the event of loss of 

commercial power. Employee amenities, fueling capabilities, and communications are 

of primary concern for the need of auxiliary power. Where feasible, arrangements will 

be made to use temporary generators, where none are permanently installed at the 

direction of the Deputy Director or designee.  All generators will be tested under load on 



 

 

a tri-monthly basis.  Fleet Maintenance will arrange for generator re-fueling, as needed, 

to ensure continued operations. 

8. Make advance preparations to harden and protect facilities, where practical, against 

wind-borne debris through the use of hurricane shutters and/or other suitable material 

to cover doors and windows to ensure the integrity of all Public Utilities Division 

facilities housing personnel with operational responsibilities. 

9. Thermally insulate and/or otherwise protect exposed water lines from the effects of 

temperatures at or below 32° Fahrenheit wherever possible and feasible. 

10. Maintain copies and a thorough knowledge of the Finance & Administration 

Department’s Emergency Fueling Procedures (See Appendix 1 of this SOP). 

11. Maintain an aggressive program of cleaning all storm water drainage systems to reduce 

the threat of potential flooding during periods of heavy rainfall. 

12. Make advance preparations for sheltering and feeding of on-duty personnel. 

13. Develop and maintain manual operating capabilities in all phases of Public Utilities 

Division operations to ensure all functions will continue in the event of computer 

hardware or software failure. 

B. Preparedness 

Preparedness activities are those designed to lessen the effects of a known domestic 

incident and can be utilized, with the proper mitigation efforts, to lessen the effects of 

domestic incidents which occur with little or no warning. 

a. Review and routinely update Public Utilities Division SOP’s and other plans, 

employee and equipment rosters, facility protection devices, emergency power 

sources, and fueling capabilities and schedules. 

b. Pre-position and secure all emergency equipment, personnel, and supplies.  

Staging locations at other than City-owned sites will be done at the direction of the 

Public Utilities Division’s Deputy Director, with the approval of the Director. 



 

 

c. Ensure the successful operation, under load, of all fixed and portable emergency 

power generation units. 

d. Ensure City contract availability for supplies, parts, services, and equipment are in 

place and current.  Verify contract availability with appropriate division. 

e. Test all communications for interoperability within the Public Utilities Division, the 

Department, as well as with supporting Departments. 

f. As situations warrant, begin the activation (minimal level) of the 

Department/Division Emergency Center at 5500 N. McCarty.  

g. Initiate contact and review communications procedures with the Houston 

Emergency Center. 

h. Where practical, harden all facilities against wind-borne debris and high water 

potentials as is necessary. 

i. Maintain complete records of all expenditures of personnel time, equipment usage, 

materials, etc., for possible FEMA reimbursement under a Presidential Disaster 

Declaration.  (See Appendix 2 to this SOP for the appropriate FEMA reporting 

forms.)  

j. In a domestic incident involving a hurricane or tropical storm conditions, all outdoor 

activities will cease when winds speeds reach 55 miles per hour (48 knots per 

hour).  This wind speed is a threshold measure for the safety of personnel.  As 

conditions may vary according to the incident at hand, any requests for assistance 

by Public Utilities Division personnel when wind speeds approach the 55 mile per 

hour speed will be evaluated on urgency and personnel safety and authorized by 

the Director or designee. 

k. Finalize provisions for the sheltering and feeding of on-duty personnel. 

l. Implement and notify all personnel as to any modifications made to the City’s Leave 

Policy as might be issued by the Administration, the Department, or the Public 

Utilities Division to effectively deal with a domestic incident. 



 

 

m. Ensure sufficient supplies of barricades of all sizes are available in house.  Make 

necessary preparations with vendors for additional supplies should that become 

necessary. 

C. Response 

Response activities are those which provide for the actual delivery of services during and 

immediately following a domestic incident.  These activities are designed to assist in 

providing health and safety care to the citizens, reducing potential casualties, protecting 

property, and to facilitate both short and long term recovery. 

1. No outside activities will be permitted until such time as winds speeds have dropped 

below 55 miles, unless authorized by the Director, the Deputy Director, or their 

designees. 

2. All requests for Public Utilities Division assistance will be made to the 

Department/Division Emergency Center at 5500 N. McCarty.  These requests will be 

catalogued and dispatched to the appropriate work force for a response. 

3. The Houston Emergency Center and the Department/Division’s Emergency Center will 

maintain constant contact as warranted. 

4. When necessary, the City’s Debris Management Plan will be placed into effect 

according to Annex W, to the extent necessary as dictated by the domestic incident. 

1. Should the scope of the emergency exceed the capabilities of force account 

assets to timely and effectively deal with storm-generated debris, elements of the 

City’s Debris Management Plan (Annex W) with respects to consultants, 

contractors and pre-positioned contracts will be implemented. 

2. Absent the activation of the City’s Debris Management Plan (Annex W), debris 

clearing activities will be directed by the Public Utilities Division Deputy Director 

and augmented by forces from the Departments of Solid Waste Management and 

Parks & Recreation.  

3. All issues concerning debris disposal will be the responsibility of the Director of the 

Department of Solid Waste Management.  This caveat holds true regardless of 



 

 

whether any parts of the City’s Debris Management Plan (Annex W) have been 

implemented. 

5. Restore mobility to major thoroughfares and critical facilities as rapidly as possible. 

6. Secure emergency power generating equipment to facilities as needed with particular 

attention to fuel distribution points. 

7. Catalogue and prioritize service orders for distribution to the field. 

8. Request augmentation forces as needed. 

9. Provide augmentation or support functions for other City Departments as requested. 

10. The Public Utilities Division Deputy Director is responsible for making damage 

assessments to PUD facilities with said estimates forwarded to damage assessment 

officials according to Annex J. 

D. Recovery 

Recovery from a domestic incident is both a short and long term process.  In the short 

term, activities are geared to the immediate restoration of the infrastructure and life and 

health safety issues.  Of immediate concern is the restoration of mobility on major 

thoroughfares and arteries leading to critical facilities such as hospitals and medical 

facilities, police and fire stations, and other locations utilized by the public.  Long term 

activities focus on returning the City to its pre-existing level of operations prior to the 

domestic incident.  Recovery efforts can also involve mitigation activities simultaneously 

undertaken to recover from the existing domestic incident, while lessening the effects of a 

future domestic incident. 

a. Complete mobility restoration and debris clearance and disposal under provisions of 

Annex W, with force accounts as depends upon the severity of the domestic incident. 

b. Complete repairs to all infrastructure systems including storm water drainage 

systems, bridges, fixed facilities, and ancillary equipment. 

c. Provide portable sanitary facilities as needed in conjunction with Solid Waste 

Management. 



 

 

d. Cooperate with requesting agencies to assist in clean-up and/or decontamination                 

work resulting from toxic or non-toxic material spills.  All activities in this area of 

concern, regardless of time or phase of the emergency at hand will be monitored and 

action approved by Public Utilities Division Safety Staff in association with City 

environmental contractors.  City employees and their equipment will not be utilized for 

hazardous waste collection, containment, or remediation without the express written 

approval of the Director or the Public Utilities Division Deputy Director.  The Houston 

Fire Department will be the Incident Command of any such situation(s) until authority 

has been passed to Public Utilities Division Safety Staff and  environmental 

contractors hired by the City. 

e. Coordinate all private and volunteer efforts assigned to the Public Utilities Division as 

directed by the Director and/or designee. 

f. Provide appropriate services to temporary shelters and/or facilities as requested and 

approved by the Director. 

g. Continue and finalize damage assessment reports through the Public Utilities 

Division’s Deputy Director and Resource Management-Fixed Assets representatives. 

h. Continue daily collection of all personnel time, equipment usage, and all expenditures 

for potential reimbursement should a Presidential Disaster Declaration be made.   

E. Silence of Guidelines 

This SOP is designed to detail the activities of the Public Utilities Division during domestic 

incidents.  Silence of any particular type of domestic incident guideline or mandate will be 

the responsibility of the Deputy Director, designee, and/or senior staff to execute according 

to City standards, and in the best judgment of the Director, the Deputy Director, or their 

designees. 

V. ORGANIZATION, DIRECTION, AND CONTROL 

The Public Utilities Division will bear the lead responsibility in response and recovery 

operations from virtually any domestic incident, especially if that incident should be weather-

related in nature.  It is imperative that streets be cleared for minimal mobility as rapidly as 

possible, especially in areas of hospitals and emergency response personnel locations (Police 



 

 

and Fire stations) and other critical facilities utilized by the public.  Major thoroughfares must 

be cleared in order that Department, Division, and augmentation personnel can report to their 

duty assignments.  Flooding due to debris-blocked inlets and/or ditches must also be 

addressed for traffic flow.  Barricades must be set to warn motorists of hazards that cannot be 

quickly rectified. Sufficient fuel must be available for continuing equipment operations. 

 

This SOP is written under the “all hazards” approach to emergency management wherein 

planning considerations for one domestic incident may be adapted to another. 

The Director, the Deputy Director of the Public Utilities Division, and Public Utilities Division 

management will adapt this SOP to fit the situation(s) at hand in order to execute an effective 

response to any domestic incident. 

Regardless of the overall scope of the emergency situation, the Public Utilities Division will be 

coordinated and directed from the 5500 N. McCarty Facility, which also serves as the 

Department’s Emergency Facility. The lines of communication (Direction and Control) will flow 

as indicated: 

City Emergency Operations Center 
Houston Emergency Center 
⇓ 

Department’s Emergency Facility 
5500 N. McCarty 
(if activated) 
⇓ 
 

Communications during a domestic incident will utilize the 24-hour number at 5500 N. McCarty 

of 713-678-5800 until emergency numbers are activated and published.  The Deputy Director 

will be informed by Coordinator personnel at the Houston Emergency Center on situations 

where the Department/Division’s EOC is not activated or while the McCarty Facility is in the 

process of being staffed.  When staffed, the McCarty Facility will receive information from the 

Houston Emergency Center and said information will be passed to the appropriate Division, 

Branch, or Section for a response. 



 

 

These SOP’s are written to encompass a major domestic incident affecting widespread areas 

of the City.  They may be downsized to deal just as effectively with a more localized domestic 

incident.   

VI. COMMAND AND MANAGEMENT 

The Public Utilities Division is responsible for providing the services to its citizens on which 

they depend for public health and safety, mobility, and other services that affect quality of life.  

The Division has the responsibility to lead or assist in the restoration of basic services to 

accomplish the above in the event of a domestic incident.  The National Incident 

Management System (NIMS) will be used to manage and efficiently mitigate any such 

incident by integrating a combination of facilities, equipment, personnel, procedures, and 

communications into a common organizational structure.  NIMS is used to organize both 

near-term and long-term field level operations for a broad spectrum of emergencies, from 

small to complex incidents, both natural and manmade. 

NIMS has five major functions: 

1. Incident Command (IC) can be conducted in two ways. Single Command IC – no 

overlap of jurisdictional or functional overlap or Unified Command – multi-jurisdictional 

or multi-agency functions.   

1.1 In a Single Command IC structure within the Department, the Director of Public 

Works and Engineering or designee will be the Incident Commander.  The 

command staff will include, but not be limited to: Public Information Officer 
(Department of Public Works & Engineering PIO) who is responsible for single or 

joint communications to the public and media, Safety Officer (senior safety person 

on site) who monitors the incident and acts as advisor to IC on all matters relating to 

operational safety, and Liaison Officer (Emergency Management Coordinator 

supported by the Chief of Staff) who serves as the point of contact with 

representatives of other governmental agencies, non-governmental organizations, 

and/or private entities. 

1.2 In a Unified Command IC structure, the department is acting in a multi-agency 

manner.  The Director and the PWE Emergency Management Coordinator will 

report to the Houston Emergency Center (HEC) to support the city’s designated 



 

 

Incident Commander.  The Director of Public Works and Engineering will 

designate a senior staff member to oversee the operations of the DEC.  The 

command staff at the DEC will include, but not be limited to: Public Information 
Officer (Department of Public Works & Engineering PIO) who is responsible for 

single or joint communications to the public and media, Safety Officer (senior 

safety person on site) who monitors the incident and acts as advisor to DEC 

commander on all matters relating to operational safety, and Liaison Officer 
(Department Chief of Staff) who serves as the point of contact with representatives 

of other governmental agencies, non-governmental organizations, and/or private 

entities. 

2. Operations Section is a joint responsibility of the Deputy Directors of Right-of-Way & 

Fleet Maintenance, Traffic & Transportation and the Public Utilities Divisions.  They are 

responsible for all activities focused on the reduction of the immediate hazard, saving 

lives and property, establishing situational control, and restoration of normal operations. 

3. Planning Section is assigned by the IC to collect, evaluate, and disseminate incident 

situation information.  This function can be placed in other sections according to the 

needs of the IC.  Consideration should be given to manager or above classification with 

control of these types of resources. 

4. Logistics Section is responsible for all support requirements needed to facilitate 

effective and efficient incident management, including ordering resources from off-

incident locations. It also provides facilities, transportation, supplies, equipment 

maintenance and fuel, food services, communications and information technology 

support, and emergency responder medical services as required.  Consideration should 

be given to manager or above classification with control of these type resources. 

5. Finance & Administration Section is the responsibility of the Deputy Director of 

Resource Management Division.  Primary responsibility is established when the 

agency(s) involved in incident management activities require(s) finance and other 

administrative support. 

VII.  INCREASED READINESS CONDITIONS 

Increased Readiness Conditions for the Department are set forth in Section VII of Annex K.   



 

 

Increased Readiness Conditions for the Division are broken down by time frames determined 

by potential disaster vulnerabilities as relates to hurricanes or other tropical weather situations.  

These time frames allow sufficient time for planning and preparations to get underway and be 

successfully concluded by a storm’s arrival.  For planning purposes, the Division will utilize the 

map coordinates of Longitude 80º West, Latitude 20º North, for a beginning point.  In terms of 

hurricane preparedness, this is the point at which underwriters associated with FEMA’s 

National Flood Insurance Program cease to write flood insurance policies.  In view of the 

realization that tropical weather systems may generate suddenly and within the boundaries set 

forth above, all divisional entities will maintain a readiness level of Condition 4 as described 

below during hurricane season from June 1st to November 30th of each year.  For this reason, 

and depending upon where a tropical system might form, advanced readiness conditions may 

have to be compressed and activities hastened to completion. 

A. Condition 4 (72 to 48 hours prior to estimated landfall) 

1. Review Annex K and this SOP for implementation of actions. 

2. Make the necessary arrangements to top-off all underground and emergency generator 

fuel storage tanks according to provisions contained in the Finance & Administration’s 

Fuel Ordering Procedures and the PUD Deputy Director’s instructions as contained in 

Appendix 2 of this SOP. 

3. The PUD Deputy Director will brief the ROW/FM Division Staff on the nature of the 

domestic incident.  

4. Review and update as necessary the employee notification process as well as 

employee duties and assignments. 

5. Review equipment inventories and status.  Make the necessary arrangements with 

Fleet Maintenance and/or vendors to expedite pending repairs to priority equipment 

such as debris handling vehicles (Gradalls, front-end loaders, etc.), hauling equipment 

(dump trucks, etc.),  and other high profile rolling stock.  Begin coordination with Fleet 

Management to install necessary attachments on applicable front-end loaders. 

6. Begin a thorough test of all communications systems. 



 

 

7. Review inventory of emergency supplies and materials necessary to meet the threat of 

the domestic incident.  Expedite re-stocking as necessary. 

8. Initiate contact with Bridge Maintenance regarding the hardening of critical facilities 

against wind-borne debris.  The PUD Deputy Director and/or designee will make a 

determination as to when preventive measures will be installed. 

9. Begin plans for the activation of the McCarty Emergency Center based upon the threat 

at hand. 

10. Begin testing of auxiliary power supplies. 

11. Contact augmentation forces from the Solid Waste and Parks and Recreation 

Departments as necessary. 

12. Beginning immediately, and until the emergency threat no longer exists, quantities of 

fuel on hand (both unleaded gasoline and diesel) in underground tanks will be reported 

each day to Deputy Director. 

13. Initiate planning for personnel and equipment decentralization. 

14. Advise all personnel to initiate preparations for home and family protection. 

15. Contact all off-duty personnel and place on stand-by status to report for duty. 

16. Begin checking of all small equipment (chain saws, etc.) for proper operation. 

B. Condition 3 (48 to 32 hours from estimated landfall) 

1. The PUD Deputy Director will update the Public Utilities Division staff on the threat and 

potential of the domestic incident and its likely impact on the Public Utilities Division. 

2. Continue with procedures for emergency fuel ordering and reporting of quantities on 

hand.  

3. Continue with provisions for the hardening and protection of critical facilities as 

determined by the PUD Deputy Director.  Initiate the decentralization of personnel and 

equipment from facilities classified as non-critical. 



 

 

4. Continue and finalize personnel contact list updates.  Maintain contact with off-duty 

personnel with instructions to report for duty at the direction of the Public Utilities 

Division Deputy Director. 

5. Finalize plans for staging of personnel and equipment at alternate locations. 

6. Advise employees of the latest information on the threat and that their personal 

preparations should be nearing conclusion. 

7. Correct any difficulties in equipment status or material supplies. 

8. Finalize preparations for the activation of the McCarty Emergency Facility with the 

layout complete, telephones, radio(s), and fax machines in place, and a telephone 

number directory available for distribution as necessary. 

9. Continue coordination with Fleet Management for priority equipment repair and the 

installation of debris handling devices on appropriate equipment. 

C. Condition 2 (32 hours to 24 hours from estimated landfall) 

1. The Public Utilities Division Deputy Director will begin making final preparations with 

Division Staff. 

2. Finalize installation of protective materials at critical facilities to protect against wind-

borne debris. 

3. Senior Staff will begin making final preparations with their employees including shift 

assignments and reporting instructions.  Off-duty personnel will be contacted as to 

reporting instructions.   

4. At the discretion of the Public Utilities Division Deputy Director, and in the absence of 

any Administration or Executive Order altering the official City Leave Policy, all 

voluntary leaves will be cancelled. 

5. All fuel tanks should be topped off according to Emergency Fuel Ordering Procedures.  

Daily reporting will continue. 

6. All loose materials and equipment at all facilities will be secured. 



 

 

7. The McCarty Emergency Center will be staffed at a minimal level at the discretion of 

the Public Utilities Division Deputy Director. 

8. Complete the installation of all grapples and other debris handling devices on 

appropriate equipment. 

D. Condition 1 (12 hours to 6 hours prior to estimated landfall) 

1. The McCarty Emergency Center is now fully activated and staffed. 

2. The Public Utilities Division is now on 24-hour operation with 2, twelve-hour shifts. 

3. All personnel and equipment are in place at their assigned locations in preparation for 

responding at the directed time.  

4. All personnel have been briefed on the scope and extent of the domestic incident. 

5. The Public Utilities Division is now in a stand-by mode for the domestic incident.  

VIII.  CONTINUITY OF GOVERNMENT 

1. General 

IX. Continuity of government for the Department is set forth in Annex K. 

X. The Director has overall responsibility for the operation of all facets of the 
Department. 

2. Division 

A. The Deputy Director of the Public Utilities Division has the overall responsibility for the 

operation and line of succession for the Public Utilities Division with the concurrence 

of the Director. 

B. The PUD Deputy Director has the authority to appoint a member of Division staff as a 

designee for the purposes of directing Public Utilities Division operations in absence. 

1. ADMINISTRATION AND SUPPORT 



 

 

Administration and support functions are set forth in Annex K. 

1. Divisional Administration 

a. Annex K and this SOP establishes priorities to ensure the effective and 

efficient utilization of the Public Utilities Division’s resources of personnel and 

equipment. 

b. The PUD Deputy Director will recommend approval to the Director of 

contractual arrangements and coordinate procedures with private companies 

and mutual aid agreements (with subsequent approval by the Mayor and 

Council) with public entities to assist the Public Utilities Division in responding 

to the effects of a domestic incident. 

2. Supply and Support 

a. All requests for supplies, support equipment, materials, or specialized services 

will fall under emergency purchasing provisions of Strategic Purchasing and 

will be procured on an expedited basis and furnished without delay at the 

direction of the requesting Division.  Resource Management will facilitate the 

securing of these referenced good and services as expeditiously as possible. 

b. The need for contracts for specialized services, equipment repair, the 

sheltering and feeding of on-duty personnel, and other recovery related issues 

will need expedient processing by Resource Management and Strategic 

Purchasing Divisions.  These requests will be forwarded to the Director by the 

PUD Deputy Director or designee for approval for processing by Resource 

Management and/or Strategic Purchasing. 

3. Reports and Records 

a. Required reports will be submitted to the appropriate authorities in accordance 

with requests and as are authorized in the Basic Plan and Annex K. 

b. The PUD Deputy Director will ensure the maintenance and safeguarding of all 

records essential to the Public Utilities Division’s successful and continued 

operations. 



 

 

2. ANNEX DEVELOPMENT 

The PUD Deputy Director will be responsible for the development and 

maintenance of this SOP.  This SOP will be reviewed annually and updated as 

necessary. 



 

 

APPENDIX O 

CITY OF HOUSTON, SECTIONS OF UTILITY MAINTENANCE 
FIELD POLICY MANUAL 
 



 

 

ROUTINE VALVE ASSISTANCE REQUEST (NON-EMERGENCY JOBS) 

Step 1. 

a. The City Inspector shall schedule a work order planning meeting by calling the Central 

Operation Service (COS) at (713) 295-5598 a minimum of 3 days in advance (excluding 

weekends, holidays, inclement weather days, and the day of the call) and providing the 

following information: 

Location of Work (Street Intersection) Project # 

Project Description Contractor (Company Name) 

Job Superintendent’s Name Superintendent’s Office #/Mobile #/Pager # 

Contractor’s Emergency Information Name and Phone #/Mobile #/Pager # 

City Inspector/Senior Inspector Name and Phone #/Mobile #/Pager # 

Date and Time assistance is requested  

 

b. The COS will create a work order for each wet connection, cut and plug, etc. which will 

be designated as a “Code 40" (Private Contractor). 

c. The COS will give the City Inspector the work order number.  This work order number 

must be used as a reference in all communications regarding this request for Valve 

Assistance. 

d. The valve personnel must have the work order number on the route sheet.  When the 

valve personnel arrive at the job site for the WORK ORDER PLANNING MEETING 

(between the City Inspector, Contractor, and the Utility Maintenance valve personnel), 

he/she should verify the street intersection and work order number with the City Inspector 

before beginning the WORK ORDER PLANNING MEETING. 

e. During the WORK ORDER PLANNING MEETING between the City Inspector, 

Contractor, and the Utility Maintenance valve personnel, the work to be performed will be 

outlined and the actual date the work is to be performed will be mutually determined 



 

 

by the City Inspector and the Utility Maintenance valve personnel, based upon 
relevant factors such as preparatory work needed, customer requirements, etc. 

f. The valve personnel will perform the work specifically outlined in the work order 

requested. Also, the Utility Maintenance Branch valve personnel will only operate the 

existing water valves.  The City Inspector must contact COS and request a new work 

order for additional work. 

g. The valve personnel will contact the dispatcher and advise when the job is complete.  

Valve personnel will list all appropriate information on the Team Activity Report. 

Step 2. Should valve personnel not be able to keep an appointment to provide valve assistance, 

Utility Maintenance Branch will provide notification to the appropriate City Inspector by 

phone at least 24 hours prior, with that fact and rescheduling information, if available. 

Step 3. The City Inspector will notify COS if the valve personnel have not arrived at the site within 

30 minutes of the scheduled appointment. 

Step 4. The Contractor will not be due delay claims or downtime if Utility Maintenance Branch 

has notified the City Inspector that they will not be able to provide the valve assistance as 

scheduled. 

Step 5. Test new valves installed in the presence of the City Inspector before the substantial 

completion inspection is scheduled.  Place new valves in the open position at or before 

substantial completion. 

Step 6. Construction Division will notify in writing to the Utility Maintenance 2 months before the 

warranty expires to report any problems they have with the new water lines. Construction 

Division will notify Contractor about the problems. 

EMERGENCY REQUEST FOR VALVE ASSISTANCE PROCEDURE 

Step 1. The City Inspector will request emergency Valve Assistance due to a broken 

main/service, etc. by calling COS at (713) 295-5598 provide the following information: 



 

 

Location of Work (Street Intersection) Project # 

Project Description Contractor (Company Name) 

Job Superintendent’s Name Superintendent’s Office #/Mobile #/Pager # 

Contractor’s Emergency Information Name and Phone #/Mobile #/Pager # 

City Inspector/Senior Inspector Name and Phone #/Mobile #/Pager # 

Date and Time assistance is requested  

Step 2. COS will create an emergency work order number and describe the work to be 

performed. 

Step 3. COS will give the City Inspector the emergency work order number.  Reference work 

order number in all communications regarding request for Valve Assistance. 

Step 4. COS will contact the designated valve personnel and assign the emergency work order.  

The dispatcher will follow the standard COS procedures if this situation occurs after 

normal working hours. 

Step 5. The valve personnel must have the emergency work order number on the route sheet.  

When the valve personnel arrive at the job site for the emergency work, he/she should 

verify the street intersection and the emergency work order number with the City 

Inspector prior to beginning the work requested for operating the existing water valves.  

The valve personnel will coordinate the verification of the street intersection and the work 

order number with City Inspector prior to performing the work. 

LANDSCAPING 

NOTE:  LANDSCAPING SUPERVISOR SHOULD INVESTIGATE JOB TO SET REQUIREMENTS 

PRIOR TO SCHEDULING TEAM. 

1.0 YARD VERIFICATIONS: 

1.1 Team ensures receipt of work orders and pre-repair photos as a guide for restoration. 

1.2 Team ensures that all required tools, equipment, and material are on truck prior to 



 

 

departing yard. 

1.3 Team performs required vehicle inspections. 

1.4 Team receives additional instructions and departs to work site in timely manner. 

1.5 Notify Central Operations Section (COS) of in-service. 

2.0 SITE ARRIVAL: 

2.1 Notify COS of arrival. 

2.2 Perform routine safety precautions and secure work site.  Use proper personal 

protective equipment. 

2.3 TRAFFIC SAFETY: 

2.3.1 Position safety cones and signs in accordance with Texas Manual on 

Uniform Traffic Control Devices for Streets and Highways. 

2.3.2 Position vehicle to protect team from traffic. 

2.3.3 Do not let vehicle idle unattended. 

2.3.4 Post flagman if necessary. 

2.3.5 If traffic control assistance needed, call COS. 

3.0 CUSTOMER CONTACT: 

3.1 Make Customer(s) Contact.  Identify yourself as a City of Houston Utility Maintenance 

employee and nature of service you will be providing. 

3.2 Explain where work will be performed (i.e. landscaping, etc.). 

3.3 Inform customer(s) approximate length of time you will be working at site. 

3.4 Discuss with customer(s) any special precautions such as small children, dogs, and 

fences.  Additionally, request pets be placed inside, if needed, to avoid injury or pet 

escaping from yard. 



 

 

3.5 Leave door-hanger if customer(s) not available. 

3.6 Repeat customer contact as required. 

3.7 If more than one day required, make customer(s) contact each day. 

4.0 WORK SITE APPEARANCE: 

4.1 Team shall maintain a safe, neat, professional work site throughout the completion of 

job. 

5.0 WORK IDENTIFICATION: 

5.1 Team Leader and Team should identify work to be completed. 

5.2 Team leader takes photos before work begins.  Attach digital image to work order in 

IMS at end of shift. 

6.0 LANDSCAPING: 

6.1 Restore to original grade and appearance using like material. 

6.2 Soil should be evenly graded, raked. 

6.3 Sod should be solid, evenly graded and alive. (Do not install dormant or dead sod!) 

6.4 Precautions should be taken with sprinkler systems. 

6.5 City will replant only original plant, or in kind replacements, in easement. 

7.0 CLEANUP: 

7.1 Leave street clean.  Leave yard free of building materials, tools, dirt and concrete 

chunks. 

7.2 Secure job site if there is any work pending. 

7.3 Work site should be completed and free of debris, except for pending concrete or 

shrubbery work. 

7.4 Photograph repair site, curbside loading area, and haul routes through private 



 

 

property. 

8.0 MAKE FOLLOW-UP CUSTOMER CONTACT: 

8.1 Notify customer(s) that landscaping is completed. 

8.2 Notify customer(s) of any additional work necessary. 

8.3 If customer(s) expresses displeasure with landscaping, have them contact 

supervisor. 

8.4 Use door-hangers if customer(s) not at home. 

8.5 Request that customer(s) continue to irrigate after planting. (CITY WILL NOT 

RETURN TO WATER PLANTS.) 

9.0 BARRICADES: 

9.1 The person reporting a job complete is responsible for picking up all barricades and 

all signs and returning them to the Quadrant. 

10.0 UPDATE COS: 

10.1 Give pertinent data concerning job. 

10.2 Give team departure time. 

11.0 TEAM LEADER UPDATES WRITTEN REPORT with: 

11.1 Times. 

11.2 Material Usage. 

11.3 Equipment. 

11.4 Report shall be turned into Planner / Scheduler at end of shift. 

 

 



 

 

CONCRETE/ASPHALT SUPERVISOR 

1.0 RECEIVE WORK FROM IMS: 

1.1 Visually inspect job site. 

2.0 CHECK WORK TO BE DONE: 

2.1 Size of cut, amount of concrete or asphaltic pavement to be restored per City Street 

Cut Ordinance requirements. 

2.2 Grading. 

2.3 Fill requirements and compaction (Sand, crushed rock, limestone). 

2.4 Lumber size and amounts. 

2.5 Reinforcement. 

2.6 Expansion joint layout. 

2.7 Drainage. 

2.8 Special finish requirements (e.g.; Pea-gravel, Rainbow, Dyes). 

2.9 Safety and traffic considerations. 

3.0 CONSIDERATIONS FOR CONCRETE POUR: 

3.1 Weather. 

3.2 Quality of concrete at each site. 

3.3 In-house or contract delivery. 

3.4 Type of pour required. 

3.4.1 Hand mix 

3.4.2 Transit mix, etc. 



 

 

4.0 INPUT WORK REQUIREMENTS IN IMS: 

5.0 SCHEDULE TEAM, EQUIPMENT, AND MATERIALS: 

5.1 Explain job requirements and proper tools needed. 

5.2 Weather must be above 32 degrees and not raining. 

5.3 Explain potential problems or considerations (Sprinklers, etc.). 

5.4 Order concrete or asphalt, Grade D. 

6.0 MAKE CUSTOMER CONTACT IF SCHEDULE IS DELAYED OR CHANGED: 

7.0 CHECK JOBS IN PROGRESS AND AFTER COMPLETION: 

7.1 Ensure proper barricades, cones, tape, etc. are in place. 

7.2 Ensure curing compound is used. 

8.0 PERFORM FINAL INSPECTION AFTER POUR FOR QUALITY ASSURANCE: 

8.1 Make customer contact to confirm satisfaction. 

8.2 Update work order through IMS for landscape requirements. 

FORM TEAM 

1.0 YARD VERIFICATIONS: 

1.1 Team ensures receipt of work orders and instructions from supervisor. 

1.2 Team ensures that all required tools, equipment, and material are on truck prior to 

departing yard. 

1.2.1 Typical tools, equipment, and materials include: 

1.2.1.1 Proper fill material, if required. 

1.2.1.2 Compaction equipment. 



 

 

1.2.1.3 Grading equipment (box blade, backhoe, etc.) if required. 

1.2.1.4 Lumber, expansion joints, etc. 

1.2.1.5 Hand tools and power tools. 

1.2.1.6 Reinforcing rods and/or wire. 

1.3 Team performs required vehicle inspections. 

1.4 Team receives additional instructions and departs to work site in timely manner. 

1.5 Notify Central Operations Section (COS) of in-service. 

2.0 SITE ARRIVAL: 

2.1 Notify COS of arrival. 

2.2 Perform routine safety precautions and secure work site.  Use proper personal 

protective equipment. 

2.3 TRAFFIC SAFETY: 

2.3.1 Position safety cones and signs in accordance with Texas Manual on 

Uniform Traffic Control Devices for Streets and Highways. 

2.3.2 Position vehicle to protect team from traffic. 

2.3.3 Do not let vehicle idle unattended. 

2.3.4 Post flagman if necessary. 

2.3.5 If traffic control assistance needed, call COS. 

3.0 CUSTOMER CONTACT: 

3.1 Make Customer(s) Contact.  Identify yourself as a City of Houston Utility Maintenance 

employee and nature of service you will be providing. 

3.2 Explain where work will be performed. 



 

 

3.3 Inform customer(s) approximate length of time you will be working at site. 

3.4 Remind customer(s) to relocate car, etc. so they will not be blocked in by work. 

3.4.1 Check with customer(s) for special access requirements such as disabled 

customers or planned deliveries. 

3.5 Discuss with customer(s) any special precautions such as small children, dogs, and 

fences.  Additionally, request pets be placed inside, if needed, to avoid injury or pet 

escaping from yard. 

3.6 Leave door-hanger if customer(s) not available. 

3.7 Repeat customer contact as required. 

3.8 If more than one day required, make customer contact each day. 

4.0 WORK SITE APPEARANCE: 

4.1 Team shall maintain a safe, neat, professional work site throughout the completion of 

job. 

5.0 WORK IDENTIFICATION: 

5.1 Team Leader and Team should identify work to be completed. 

5.2 Team leader takes photos before work begins.  Attach digital image to work order in 

IMS at end of shift. 

6.0 FORM WORK: 

6.1 Remove and dispose of any temporary surfacing material. 

6.2 Grade/level ground. 

6.3 Inspect existing base.  Install and compact additional base with tampers, if required.  

Compact until no further volume reduction occurs.  Base material shall be crushed 

limestone and extend 12 inches below bottom of pavement. 

6.4 All jagged edges on driveways, sidewalks, streets, curbs, etc. will be saw cut to 



 

 

ensure that proper and neat edges may be installed. 

6.5 Install straight, strong forms, expansion joints and reinforcement. 

6.6 Expansion joints every six feet on sidewalks, and ten feet on driveways and streets. 

6.7 In driveways and sidewalk, 3/8" rebar is to be used and elevated half the depth of 

cuts with chairs. 

6.8 In streets, steel size should match existing steel size and spacing, in cut, steel should 

be elevated half the depth of cut with high chairs. Drill dowel holes 6" into adjacent 

pavement if old steel is not exposed and install dowels with epoxy. 

7.0 CLEANUP: 

7.1 Leave job site well marked for safety and completely ready for concrete pour.  All 

debris shall be removed from area of pour. 

7.2 Leave street clean.  Leave yard free of building materials, tools, dirt and concrete 

chunks. 

7.3 Secure job site if there is any work pending. 

7.4 Photograph site. 

8.0 MAKE FOLLOW-UP CUSTOMER CONTACT: 

8.1 Notify customer(s) that work is completed. 

8.2 Notify customer(s) of any additional work necessary (i.e. when concrete will be 

poured). 

8.3 Use door-hangers if customer(s) not at home. 

9.0 UPDATE COS: 

9.1 Give pertinent data concerning job. 

9.2 Give team departure time. 



 

 

10.0 TEAM LEADER UPDATES WRITTEN REPORT with: 

10.1 Times. 

10.2 Material Usage. 

10.3 Equipment. 

10.4 Report shall be turned into Planner / Scheduler at end of shift. 

CONCRETE TEAM 

1.0 YARD VERIFICATIONS: 

1.1 Team ensures receipt of work orders and instructions from supervisor.  Coordinate 

concrete delivery. 

1.2 Team ensures that all required tools, equipment, and material are on truck prior to 

departing yard. 

1.3 Team performs required vehicle inspections. 

1.4 Team receives additional instructions and departs to work site in timely manner. 

1.5 Notify Central Operations Section (COS) of in-service. 

2.0 SITE ARRIVAL: 

2.1 Notify COS of arrival. 

2.2 Perform routine safety precautions and secure work site.  Use proper personal 

protective equipment. 

2.3 TRAFFIC SAFETY: 

2.3.1 Position safety cones and signs in accordance with Texas Manual on 

Uniform Traffic Control Devices for Streets and Highways. 

2.3.2 Position vehicle to protect team from traffic. 

2.3.3 Do not let vehicle idle unattended. 



 

 

2.3.4 Post flagman if necessary. 

2.3.5 If traffic control assistance needed, call COS. 

3.0 CUSTOMER CONTACT: 

3.1 Make Customer(s) Contact.  Identify yourself as a City of Houston Utility Maintenance 

employee and nature of service you will be providing. 

3.2 Explain where work will be performed. 

3.3 Inform customer(s) approximate length of time you will be working at site. 

3.4 Remind customer(s) to relocate car, etc. so they will not be affected by work. 

3.5 Discuss with customer(s) any special precautions such as small children, dogs, and 

fences.  Additionally, request pets be placed inside, if needed, to avoid injury or pet 

escaping from yard. 

3.6 Leave door-hanger if customer(s) not available. 

3.7 Repeat customer contact as required. 

3.8 If more than one day required, make customer contact each day. 

4.0 WORK SITE APPEARANCE: 

4.1 Team shall maintain a safe, neat, professional work site throughout the completion of 

job. 

5.0 WORK IDENTIFICATION: 

5.1 Team Leader and Team should identify work to be completed. 

5.2 Team leader takes photos before work begins.  Attach digital image to work order in 

IMS at end of shift. 

6.0 CONCRETE WORK: 

6.1 Weather must be above 32 degrees and not raining. 



 

 

6.2 Use 3/8" rebar when replacing concrete driveways and sidewalks as a result of utility 

repairs. 

6.3 Observe concrete quality at time of delivery. 

6.3.1 Concrete not hot. 

6.3.2 Neither too stiff nor too fluid. 

6.4 Ensure expansion joints are placed every six feet for sidewalk and every ten feet for 

driveways. 

6.5 Ensure reinforcement is properly placed using concrete chairs, not on the ground.  

Never ‘hook up’ rebar. 

6.6 Restore to original grade and appearance using like materials, (color, etc.) Pea-

gravel, rainbow and finish. 

6.7 Ensure proper use of trowels and edgers. 

6.8 Apply curing compound. 

6.9 Set barricades with lights, use safety tape to secure area around pour. 

6.10 DO NOT DAMAGE LAWNS, ETC. WITH HEAVY EQUIPMENT. 

7.0 CLEANUP: 

7.1 Leave job site well marked for safety. 

7.2 Leave street clean.  Leave yard free of building materials, tools, dirt and concrete 

chunks. 

7.3 Secure job site if there is any work pending. 

7.4 Photograph site. 

8.0 MAKE FOLLOW-UP CUSTOMER CONTACT: 

8.1 Notify customer(s) that work is completed. 



 

 

8.2 Notify customer(s) of any additional work necessary. 

8.3 Notify customer(s) that concrete work has been completed and that no traffic should 

be allowed on driveway for three (3) days or it will crack. 

8.4 Advise that barricades and tape are set to protect the area. 

8.5 Advise customer(s) that a team will return in two or three days to pull forms, collect 

barricades and finish any landscaping work, if necessary. 

8.6 Use door-hangers if customer(s) not at home. 

9.0 UPDATE COS: 

9.1 Give pertinent data concerning job. 

9.2 Give team departure time. 

10.0 TEAM LEADER UPDATES WRITTEN REPORT with: 

10.1 Times. 

10.2 Material Usage. 

10.3 Equipment. 

10.4 Report shall be turned into Planner / Scheduler at end of shift. 

ASPHALT TEAM 

1.0 YARD VERIFICATIONS: 

1.1 Team ensures receipt of work orders and instructions from supervisor. 

1.1.1 Supervisor arranges pick up of asphalt. 

1.2 Team ensures that all required tools, equipment, and material are on truck prior to 

departing yard. 

1.3 Team performs required vehicle inspections. 



 

 

1.4 Team receives additional instructions and departs to work site in timely manner. 

1.5 Notify Central Operations Section (COS) of in-service. 

2.0 SITE ARRIVAL: 

2.1 Notify COS of arrival. 

2.2 Perform routine safety precautions and secure work site.  Use proper personal 

protective equipment. 

2.3 TRAFFIC SAFETY: 

2.3.1 Position safety cones and signs in accordance with Texas Manual on 

Uniform Traffic Control Devices for Streets and Highways. 

2.3.2 Position vehicle to protect team from traffic. 

2.3.3 Do not let vehicle idle unattended. 

2.3.4 Post flagman if necessary. 

2.3.5 If traffic control assistance needed, call COS. 

3.0 CUSTOMER CONTACT: 

3.1 Make Customer(s) Contact.  Identify yourself as a City of Houston Utility Maintenance 

employee and nature of service you will be providing. 

3.2 Explain where work will be performed. 

3.3 Inform customer(s) approximate length of time you will be working at site. 

3.4 Remind customer(s) to relocate car, etc. so they will not be affected by work. 

3.5 Discuss with customer(s) any special precautions such as small children, dogs, and 

fences.  Additionally, request pets be placed inside, if needed, to avoid injury or pet 

escaping from yard. 

3.6 Leave door-hanger if customer(s) not available. 



 

 

3.7 Repeat customer contact as required. 

3.8 If more than one day required, make customer contact each day. 

4.0 WORK SITE APPEARANCE: 

4.1 Team shall maintain a safe, neat, professional work site throughout the completion of 

job. 

5.0 WORK IDENTIFICATION: 

5.1 Team Leader and Team should identify work to be completed. 

5.2 Team leader takes photos before work begins.  Attach digital image to work order in 

IMS at end of shift. 

6.0 ASPHALT WORK: 

6.1 Weather must be above 32 degrees and not raining. 

6.2 If base is crushed limestone (not concrete) do a thorough surface compaction with 

tamper to ensure a firm base. If base is not proper, do not place asphalt, have base 

re-done. 

6.3 Base shall be concrete only if existing pavement is concrete with an asphalt overlay. 

6.4 Apply adequate Tack-coat RC-2 to cover crushed rock base. 

6.5 Apply asphalt to site. 

6.5.1 Shovel asphalt in place. 

6.5.2 Use shovels and rakes to level asphalt to road grade. 

6.5.3 Compact and add asphalt to grade as needed to maintain road grade. 

6.6 Barricade and mark job site and allow to cool for one hour. 

7.0 CLEANUP: 

7.1 Leave job site well marked for safety. 



 

 

7.2 Leave street clean.  Leave yard free of building materials, tools, dirt and concrete 

chunks. 

7.3 Secure job site if there is any work pending. 

7.4 Photograph site. 

8.0 MAKE FOLLOW-UP CUSTOMER CONTACT: 

8.1 Notify customer(s) that work is completed. 

8.2 Notify customer(s) of any additional work necessary. 

8.3 Advise that barricades and tape are set to protect the area and will be removed. 

8.4 Advise customer(s) that a team will return in two or three days to finish any 

landscaping work, if necessary. 

8.5 Use door-hangers if customer(s) not at home. 

9.0 UPDATE COS: 

9.1 Give pertinent data concerning job. 

9.2 Give team departure time. 

10.0 TEAM LEADER UPDATES WRITTEN REPORT with: 

10.1 Times. 

10.2 Material Usage. 

10.3 Equipment. 

10.4 Report shall be turned into Planner / Scheduler at end of shift. 

11.0 BARRICADES: 

11.1 Supervisor will arrange for barricades to be removed and area opened to traffic as 

soon as possible. 



 

 

LEAK SURVEY TEAM 

1.0 YARD VERIFICATIONS: 

1.1 Team ensures receipt of work orders and instructions from supervisor. 

1.2 Team ensures that all required tools, equipment, and material are on truck prior to 

departing yard. 

1.3 Team performs required vehicle inspections. 

1.4 Team receives additional instructions and departs to work site in timely manner. 

1.5 Notify Central Operations Section (COS) of in-service. 

2.0 SITE ARRIVAL: 

2.1 Notify COS of arrival. 

2.2 Perform routine safety precautions and secure work site.  Use proper personal 

protective equipment. 

2.3 TRAFFIC SAFETY: 

2.3.1 Position safety cones and signs in accordance with Texas Manual on 

Uniform Traffic Control Devices for Streets and Highways. 

2.3.2 Position vehicle to protect team from traffic. 

2.3.3 Do not let vehicle idle unattended. 

2.3.4 Post flagman if necessary. 

2.3.5 If traffic control assistance needed, call COS. 

3.0 CUSTOMER CONTACT: 

3.1 Make Customer(s) Contact.  Identify yourself as a City of Houston Utility Maintenance 

employee and nature of service you will be providing. 

3.2 Explain where work will be performed. 



 

 

3.3 Inform customer(s) approximate length of time you will be working at site. 

3.4 Discuss with customer(s) any special precautions such as small children, dogs, and 

fences.  Additionally, request pets be placed inside, if needed, to avoid injury or pet 

escaping from yard. 

3.5 Leave door-hanger if customer(s) not available. 

3.6 Repeat customer contact as required. 

3.7 If more than one day required, make customer contact each day. 

4.0 WORK SITE APPEARANCE: 

4.1 Team shall maintain a safe, neat, professional work site throughout the completion of 

job. 

5.0 WORK IDENTIFICATION: 

5.1 Team Leader and Team should identify work to be completed. 

6.0 DETECTION WORK: 

6.1 Teams or surveyors should begin process of locating problem area. 

6.2 Surveyor will perform a thorough listening survey for leak sound and identify leak 

sound areas that require pinpointing. 

6.3 Leak Detection team will detect leak sound reported by Perma log and surveyors for 

pinpointing with correlator for accuracy and mark leak location with white paint. 

6.4 Make leak detection report & sketch. 

6.5 Forward report to Quadrant. 

7.0 CLEANUP: 

7.1 Leave job site well marked for safety. 

7.2 Leave street clean.  Leave yard free of building materials, tools, dirt and concrete 



 

 

chunks. 

7.3 Secure job site if there is any work pending. 

8.0 MAKE FOLLOW-UP CUSTOMER CONTACT: 

8.1 Notify customer(s) that work is completed. 

8.2 Notify customer(s) of any additional work necessary. 

8.3 Use door-hangers if customer(s) not at home. 

9.0 UPDATE COS: 

9.1 Give pertinent data concerning job. 

9.2 Give team departure time. 

10.0 TEAM LEADER UPDATES WRITTEN REPORT with: 

10.1 Times. 

10.2 Material Usage. 

10.3 Equipment. 

10.4 Update work order in IMS. 

NOTIFICATION TO CITIZENS WHEN WATER IS SHUT OFF 

1.0 PURPOSE: 

1.1 To establish uniform procedures for notification to citizens before water is shut off. 

2.0 POLICY: 

2.1 When an interruption of water service is caused due to a routine water repair and/or 

wet connection, it is mandatory that the customers in that area be notified, in person 

or by a note left at their door, BEFORE the water is turned off. Particular attention 

should be given to interrupting water service in areas where life-supporting machinery 

is used and/or any other equipment dependent on water for its safe operation. 



 

 

Examples of this machinery and equipment include but are not limited to kidney 

dialysis machines, boilers, hair salons, etc.  

2.2 When an interruption of water service is caused due to an emergency water repair 

and/or wet connection, customers in that area be notified, if possible, BEFORE the 

water is turned off. 

2.3 When water valves are closed for any reason, the valves must be turned FULLY 
open as soon as the job is completed. 

2.4 BEFORE leaving the job site, a SECOND check must be made to be sure everyone 

is back in service. 

2.5 If further information is required, the immediate supervisor is to be contacted. 

3.0 COMPLIANCE: 

3.1 Adherence to the above is mandatory. Any employee who violates this policy may be 

subject to disciplinary action. 

PROTECTION OF LIFE SUPPORT SYSTEMS 

1.0 PURPOSE: 

1.1 To ensure uninterrupted water service to "protected addresses" such as those of 

hospitals, dialysis centers and home dialysis machine users. 

2.0 PROCEDURE: 

2.1 Updated lists of "protected addresses" will be provided to Central Operations 

Section (COS) by Utility Customer Service. Copies will be distributed monthly to 

valve personnel and supervisors. 

2.2 When a new "protected address" is added to the list, a work order will be issued 

within one (1) work day to do the following: 

2.2.1 Visit the "protected address" (valve supervisor) to explain to occupants our 

steps to ensure uninterrupted water service. Show them the positive valve 

safety that will be inserted in all valves that affect the address. Ask/receive 



 

 

permission to do a test cut to verify valves. Provide them with a card with 

the COS telephone number. 

2.2.2 Verify valves that affect the address. Insert positive valve safety in each 

stack.  Positive valve safety will be a red painted valve cover. 

2.2.3 Return to the address to verify that the service is on. 

2.2.4 Sign and date completed work order. COS will keep this on file as long as 

the address is on the protected list. 

3.0 RED VALVES: 

3.1 If a "RED VALVE" must be cut for any reason, the valve person must first get the 

clear permission of a responsible person at the "protected address" and the COS 

supervisor.  COS will log the date, time on/off, and the name of the person 

contacted at the "protected address". 

3.2 Customer(s) will be notified before turning water back on. 

4.0 DELETING PROTECTED ADDRESSES FROM LIST: 

4.1 When a "protected address" is deleted from the list by Utility Customer Service, a 

work order will be created by COS. 

4.2 An investigator will visit the address to verify that a dialysis machine is no longer in 

use there. 

4.3 An investigator will remove the red positive valve safety and install a blue valve 

cover. 

4.4 An investigator will sign work order as completed and turn into COS.  COS will 

remove map marker and remove file on "address" from active status. 

POWER POLE RELOCATION/BRACING PROCEDURES 

1.0 GENERAL: 

1.1 The City of Houston is required to contact the applicable utility whenever a power 



 

 

pole needs to be relocated or braced so that repair work can be done by City teams.  

The Central Operations Section (COS) personnel will make the request through a 

utility representative.   

1.2 Representatives can be contacted as follows: 

1.2.1 Reliant Energy        (713) 207-1398 

1.2.2 Southwestern Bell  1-800-246-8464 

1.2.3 Time Warner Cable (713) 895-4300 or (713) 462-9000 

(These numbers can be accessed on a 24-hour basis.) 

1.3 Based on the information given by the City, the utility company will evaluate the 

urgency of the job and, if necessary, call the appropriate Utility supervisor directly 

requesting immediate field response 

2.0 CITY OF HOUSTON: 

2.1 The City requestor will furnish the following information relating to the job: 

2.1.1 *Location:  Address and designation of street or rear easement location. 

2.1.2 *Type of Facility: Wood or aluminum pole.  Type of utility (Reliant Energy,  

Southwestern Bell, Time Warner Cable) 

2.1.3 *Urgency:  Information pertaining to response time required i.e. property 

damage, pole leaning or falling. 

2.1.4 *Scope of City Work Required: City supervisory personnel must be at the 

work site, at a pre-arranged time with the utility company, to explain the 

scope of the City work and to explain what work is needed. 

3.0 PROCEDURES AFTER NOTIFICATION BY CITY OF HOUSTON: 

3.1 Emergency Jobs: Utility company construction supervisor will dispatch a company 

foreman to the location.  The foreman will meet the City representative, assess the 

situation in the field, and determine what action the utility company should follow. 



 

 

3.2 Routine Jobs: Utility company will contact COS personnel to arrange a meeting 

between the company and City of Houston supervisory personnel.  In this meeting, 

the foreman will determine what utility work is required and the foreman will schedule 

this work. 

3.3 Presence of City of Houston Representative: If the City of Houston fails to have 

supervisory personnel on site at the designated time, the utility foreman will leave the 

work site and not commit teams to any construction work. 

3.4 After Hours Request: The vast majority of bracing and relocation requests will come 

from the City during normal working hours, Monday through Friday.  In the event of 

after hours and weekend requests, the COS Representative can use any of the 24 

hour numbers listed above. 

3.5 Customer outages: Relocation of facilities may involve outages to customers other 

than the City of Houston.  Under these conditions, no utility work should begin prior to 

arranging commercial customer outages unless an electrical hazard exists 



 

 

APPENDIX P 

CITY OF HOUSTON, STANDARD SPECIFICATIONS 
 
The City of Houston specifications can be viewed at: 

http://documents.publicworks.houstontx.gov/documents/specifications/2009_st

andard_specification.pdf 

 



 

 

APPENDIX Q 

SAMPLE – DEAD END FLUSHING LOG 
 



 

 



 

 

APPENDIX R 

SAMPLE – TOTAL MONTHLY WATER PRODUCTION CHART 



 

 

 



 

 

APPENDIX S 

SAMPLE – TOTAL DAILY WATER PRODUCTION CHART 
 



 

 

 



APPENDIX T 

ADDITIONAL COSTS – EMERGENCY POWER & EDUCATION OUTREACH 

 



 

 

GENERATORS 

Payment for Generators under Additional Services shall be based on the sum of applicable unit 

prices in the R.S. Means Cost Data books (latest edition in effect at that time).  For this Agreement, 

the unit price shall be the “Total Bare Costs” column in the R.S. Means Cost Data books adjusted 

using the Houston, Texas Cities Cost Index “total weighted average”.  Each unit price is comprised 

of the overhead, labor burden, profit, equipment, and material costs to accomplish that specific task. 

EDUCATIONAL OUTREACH PROGRAM 

The Educational Outreach program costing shall include the number of hours dedicated to each 

portion of the program, the materials (literature, promotional material and marketing) and the 

frequency. 

 

 




