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About this Handbook 
Welcome to the Project Administrators Handbook, 2024 Edition. This handbook aims to introduce new staff to the 
project management processes and practices for Prince William County. It is also intended to serve as a point of 
reference for the initiation and oversight of projects throughout your career with the County.  

Styles and Conventions 
In this handbook, the following styles and conventions are used: 

• Bolding: indicates important information.  
• Filled Checkboxes ():  indicate the section applies to the corresponding department. 
• Cross-Links: References to other sub-chapters and page numbers serve as links to the corresponding 

information (i.e., see section 2.1.1 Kick-Off Overview on page 7).  
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CAPITAL PROJECT PROCESS LIST 
Use the numbered section links in the table below to jump to the relevant sections. 

Process Buildings Parks Roads 

Project Kick-Off 
2.1.1 Kick-Off Overview    
2.1.2 Planning Commission    
2.1.3 Architectural Review Board    
2.1.4 Appoint A/E Selection Committee    
2.1.5 Establish Scope of Work - Design    
2.1.6 Request for Proposal (RFP)    

Design 

2.2.1 Programming    
2.2.2 Public Hearings    
2.2.3 Public Information Meeting    
2.2.4 Alternative Analysis    
2.2.5 Contract Modifications    
2.2.6 Design Field Inspection    
2.2.7 Schematic Design    
2.2.8 Environmental Impact Studies    
2.2.9 Environmental Permitting    
2.2.10 Interior Design    
2.2.11 Task Order    
2.2.12 Design Development    
2.2.13 Design Development (Roads)    
2.2.14 Site Permitting    
2.2.15 Design Development (Survey)    
2.2.16 Plat Preparation    
2.2.17 Construction Documents    
2.2.18 Building Review and Permitting    
2.2.19 Invoices    

Construction 
2.3.1 Invitation for Bid (IFB)    
2.3.2 Change Order    
2.3.3 Application for Payment    
2.3.4 Draw Downs for Bond or Lease-Funded Projects    
2.3.5 Withholding and Releasing Retainage    
2.3.5B  Withholding and Releasing Retainage (Alternative Delivery Projects/PPTA 

Projects/Design-Build) 
   

2.3.6 Construction Inspection (Roads)    
2.3.7 Commissioning    
2.3.8 Construction (Buildings & Parks)    
2.3.9 Construction (Roads)    
2.3.10 Punch List Walkthrough (Buildings & Parks)    
2.3.11 Punch List Walkthrough (Roads)    
2.3.12 Construction Information on Social Media    
2.3.13 Procure & Install Furniture & Equipment    
2.3.14 Procure & Install DoIT Data & Telecom Wiring    
2.3.15 Internal Forces Road Construction    
2.3.16  Design-Build Two Phase Selection Request for Qualifications (RFQ) and Request 
for Proposal (RFP) 

   

2.3.17  Active Construction Projects Lane Shift or Lane Closure Public Notification 
Process 
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Process Buildings Parks Roads 
Close-Out 

2.4.1 Final Occupancy    
2.4.2 Acquire Insurance    
2.4.3 Warranty Period    
2.4.4 VDOT Acceptance    
2.4.5 Special Event/Ribbon Cutting    
2.4.6 Release of Liens    
2.4.7 Accounting Project Close-Out    
2.4.8 VDOT Audit    
2.4.9 Transition of Operating Budget    

Utility Relocation 
2.5.1 Identify Existing Utilities and Conflicts    
2.5.2 Negotiate Fee Arrangement    
2.5.3 Acquire Easements    
2.5.4 Upgrades (Betterments)    
2.5.5 Request/Authorize Work    
2.5.6 Dispose of Old Material    
2.5.7 Relocation of Utilities    

Land Acquisition 
2.6.1 Land Acquisition Overview    
2.6.2 Title Search    
2.6.3 Receive Plat    
2.6.4 Secure Appraisal    
2.6.5 Make the Offer    
2.6.6 Negotiate    
2.6.7 Settlement    
2.6.8 Condemnation (Quick-Take)    
2.6.9 Court Proceedings    

Project Administration 
2.7.1 Determining Debt Sale Amount and Timing    
2.7.2 Bond/Lease Sale    
2.7.3 Arbitrage    
2.7.4 Post-Sale Debt Maintenance    
2.7.5 Budget Transfers    
2.7.6  Internal Payment for EnerGov Fees (Development Services & Environmental 

Management) 
   

Other Administrative 
2.8.1 Board Agenda    
2.8.2 Life Cycle Management    
2.8.3 Masterworks Project Management Software    
2.8.4 Mobius Financial Management Software    
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CAPITAL PROJECT PROCESS BY DEPARTMENT LIST 
Use the numbered section links in the table below to jump to the relevant sections. 

Facilities and Fleet Management 
Project Kick-Off 2.1.1 Kick-Off Overview - 2.1.6 Request for Proposal (RFP) 
Design 2.2.1 Programming - 2.2.5 Contract Modifications 

2.2.7 Schematic Design - 2.2.12 Design Development 
2.2.14 Site Permitting - 2.2.19 Invoices 

Construction 2.3.1 Invitation for Bid (IFB) - 2.3.5 Withholding and Releasing Retainage 
2.3.7 Commissioning - 2.3.8 Construction (Buildings & Parks) 
2.3.10 Punch List Walkthrough (Buildings & Parks) 
2.3.12 Construction Information on Social Media - 2.3.14 Procure & Install 
DoIT Data & Telecom Wiring 
2.3.17  Active Construction Projects Lane Shift or Lane Closure Public 
Notification Process 

Close-Out 2.4.1 Final Occupancy – 2.4.3 Warranty Period 
2.4.5 Special Event/Ribbon Cutting – 2.4.7 Accounting Project Close-Out 
2.4.9 Transition of Operating Budget 

Utility Relocation 2.5.1 Identify Existing Utilities and Conflicts – 2.5.3 Acquire Easements 
2.5.6 Dispose of Old Material 

Land Acquisition Not Applicable 
Project Administration 2.7.1 Determining Debt Sale Amount and Timing – 2.7.6  Internal Payment 

for EnerGov Fees (Development Services & Environmental Management) 
Other Administrative 2.8.1 Board Agenda – 2.8.4 Mobius Financial Management Software 

Parks and Recreation 
Project Kick-Off 2.1.1 Kick-Off Overview - 2.1.2 Planning Commission 

2.1.4 Appoint A/E Selection Committee - 2.1.6 Request for Proposal (RFP) 
Design 2.2.1 Programming – 2.2.5 Contract Modifications 

2.2.7 Schematic Design – 2.2.12 Design Development 
2.2.14 Site Permitting – 2.2.19 Invoices 

Construction 2.3.1 Invitation for Bid (IFB) – 2.3.5 Withholding and Releasing Retainage 
2.3.8 Construction (Buildings & Parks) 
2.3.10 Punch List Walkthrough (Buildings & Parks) 
2.3.12 Construction Information on Social Media 
2.3.14 Procure & Install DoIT Data & Telecom Wiring 

Close-Out 2.4.1 Final Occupancy – 2.4.3 Warranty Period 
2.4.5 Special Event/Ribbon Cutting  
2.4.7 Accounting Project Close-Out 
2.4.9 Transition of Operating Budget 

Utility Relocation 2.5.3 Acquire Easements 
2.5.6 Dispose of Old Material 

Land Acquisition Not Applicable 

Project Administration 2.7.1 Determining Debt Sale Amount and Timing – 2.7.6  Internal Payment 
for EnerGov Fees (Development Services & Environmental Management) 

Other Administrative 2.8.1 Board Agenda - 2.8.4 Mobius Financial Management Software 
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Transportation 
Project Kick-Off 2.1.1 Kick-Off Overview 

2.1.4 Appoint A/E Selection Committee - 2.1.6 
Request for Proposal (RFP) 

Design 2.2.1 Programming– 2.2.6 Design Field Inspection 
2.2.8 Environmental Impact Studies – 2.2.9 
Environmental Permitting 
2.2.11 Task Order 
2.2.13 Design Development (Roads) 
2.2.16 Plat Preparation – 2.2.17 Construction 
Documents 
2.2.19 Invoices 

Construction 2.3.1 Invitation for Bid (IFB)– 2.3.6 Construction 
Inspection (Roads) 
2.3.9 Construction (Roads) 
2.3.11 Punch List Walkthrough (Roads) – 2.3.12 
Construction Information on Social Media 
2.3.15 Internal Forces Road Construction – 2.3.17  
Active Construction Projects Lane Shift or Lane 
Closure Public Notification Process 

Close-Out 2.4.4 VDOT Acceptance – 2.4.5 Special 
Event/Ribbon Cutting 
2.4.7 Accounting Project Close-Out – 2.4.8 VDOT 
Audit 

Utility Relocation 2.5.1 Identify Existing Utilities and Conflicts – 2.5.7 
Relocation of Utilities 

Land Acquisition 2.6.1 Land Acquisition Overview - 2.6.9 Court 
Proceedings 

Project Administration 2.7.1 Determining Debt Sale Amount and Timing 
– 2.7.6  Internal Payment for EnerGov Fees 
(Development Services & Environmental 
Management) 

Other Administrative 2.8.1 Board Agenda 
2.8.3 Masterworks Project Management Software 
- 2.8.4 Mobius Financial Management Software 
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2.1 Project Kick-Off 
2.1.1 Kick-Off Overview 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of:  

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
This section provides an overview of the kick-off process, which initiates implementation of the project. The project 
has an approved budget and is ready to be implemented. 

Prior to beginning the design process, the scope, budget, and other parameters of the project must be established. 
A request for proposal (RFP) must be issued by the Office of Procurement Services  (OPS) to procure consulting 
services. The consultant will be selected and approved by the selection committee. The solicitation and contract 
award must comply with the County Procurement Regulations. Upon completion of the evaluation process, the 
contract will be awarded by the BOCS.  

Contacts & Roles: Organization, Entity, or Individual 
• Project Management 

o County Departments of Parks & Recreation, Facilities & Fleet Management, and Transportation 
• Project Budget 

o Budget and Finance 
• Solicit and Award Contracts 

o Procurement 
• Contract Approval 

o Board of County Supervisors (BOCS) 
• Suppliers 

o A/E Consultant 
o Project Vendors 

• Other Involved Governmental Agencies 
o Boards and Commissions 

• Customers/Users 
o Citizens 
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o Employees 

Timelines: Deadlines, Critical Path Items 
1. Project Budget: must be established prior to kick-off. 
2. Scope of Work 
3. Procurement and County Attorney Review 
4. Issue RFP, Proposal Evaluation, and Consultant Selection  
5. Award Contract 

a. Consultant Selection if awarded through on-call contract.  

Materials 
• Request for Proposal 
• Selection Committee Recommendation Letter 
• Solicitation Information Form for RFP Professional Engineering Services 

Forms 
• ROM Cost Estimate 

Reference to Other Processes 
• Precedes  

o 2.2.12 Design Development on page 47 
o 2.2.13 Design Development (Roads) on page 49 
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Figure 1: 2.1.1 Project Kick-Off 
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2.1.2 Planning Commission 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Director of the Office of Planning 

Process Manager 
Project Managers for  

• County Departments 

Description 
As part of the initial CIP budget process, the Planning Commission reviews projects to ensure they are included in 
the County Comprehensive Plan. 

Prior to a project's design, a request for a Public Facilities Determination (PFD) is sent to the Planning Office. It 
includes a site map & description of the facility. If the Planning Office determines that the facility is in conformance 
with the comprehensive plan, no further action is needed. If the Planning Office does not approve the public facility 
review, it is then submitted to the Planning Commission to amend the comprehensive plan. 

Contacts & Roles: Organization, Entity, or Individual 
• Manage Public Facilities Review (PFR) Process 

o Planning Office 
• Provide Project Needs Assessment, Required Forms, and ROM Cost Estimate 

o County Departments of  
 Facilities & Fleet Management 
 Parks & Recreation 

• Review Public Facilities for Conformance to the Comprehensive Plan 
o Planning Commission 

Timelines: Deadlines, Critical Path Items 
1. Performance Needs Assessment 
2. Issuance of Permit 

Materials 
Not applicable 

Forms 
• Public Facilities Review 
• Public Facilities Review Application 
• ROM Cost Estimate 

Reference to Other Processes 
• Precedes  

o 2.2.7 Schematic Design on page 37 
o 2.2.15 Design Development (Survey) on page 54 
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Figure 2: 2.1.2 Planning Commission Process  
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2.1.3 Architectural Review Board 
Applicable to: 

• Buildings 

Process Owner 
Director of Office of Planning 

Process Manager 
Project Managers of 

• Facilities & Fleet Management 
• County Architect 

Description 
Use of the Architectural Review Board (ARB) is rarely needed on County projects & is usually only done as a matter 
of courtesy for information only. Projects are sent to ARB on a case-by-case basis & are generally presented for 
projects that are within special districts, of special interest, or historic in nature. 

Contacts & Roles: Organization, Entity, or Individual 
• Prepare material for ARB 

o Department Project Manager 
• Review projects when deemed appropriate. 

o Architectural Review Board 

Timelines: Deadlines, Critical Path Items 
1. Architectural Review Board 
2. Solicitation of RFP when necessary 

Materials 
• Plans 
• Graphics 
• Narrative 

Forms 
Not applicable. 

Reference to Other Processes 
• Precedes 2.1.6 Request for Proposal (RFP) on page 17 
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2.1.4 Appoint A/E Selection Committee 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
• County Executive 
• Executive Management 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Prior to the start of any CIP project, a selection committee will be appointed to review architectural/engineering 
proposals submitted for the specific project & to recommend the selection of the consultant. The committee is 
made up of various members of county agencies who have a vested interest in the project. The project manager's 
role is to facilitate the process. 

Names of potential committee members are forwarded via a standard memo to the County Executive for final 
approval. Once the memo is approved, the project manager forwards a letter of appointment, along with a schedule 
of anticipated activities to the selected members. 

Contacts & Roles: Organization, Entity, or Individual 
• Establish selection committee for RFP  

o Procurement 

Timelines: Deadlines, Critical Path Items 
1. Appointment of A/E Selection Committee 
2. Solicitation Issuance 

Materials 
• Appointment Letter 
• Request for CXO Signature Form 
• Request Letter 
• Request for Proposal (RFP) 

Forms 
• Solicitation Committee CXO Memo 

Reference to Other Processes 
• Precedes 2.1.6 Request for Proposal (RFP) on page 17 
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Figure 3: 2.1.4 Appoint A/E Selection Committee Process 
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2.1.5 Establish Scope of Work - Design 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
During the CIP process, a preliminary Scope of Work (SOW) is developed for the project as part of the project 
description. Because a project can be listed in the CIP for a few years before it begins, the scope needs to be 
thoroughly reviewed & modified prior to submitting to Procurement for the formal RFP process. 

This process includes reviewing the various stakeholders who will operate within & maintain the facility and/or 
project, determining the special features the project may have (i.e., security systems, generators, etc.), identifying 
the site & stating the needs that will be included in the project. Once this is completed, the scope of work is then 
forwarded to Procurement along with the requisition and the Solicitation Information Form for RFP Professional 
Engineering Services for the issuance of an RFP. 

Contacts & Roles: Organization, Entity, or Individual 
• Coordinate & gather information on various aspects & needs of the project. 

o The following Divisions, if applicable: 
 Public Works  
 Facilities & Fleet Management 
 Buildings & Grounds (B&G 
 Property Management 
 Environmental Services 
 Transportation 
 Others if applicable 

Timelines: Deadlines, Critical Path Items 
1. Scope of Work (SOW) 
2. Request for Proposal (RFP) 
3. Task Order 

Materials 
• Scope of Work (SOW) 
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Forms 
• Solicitation Information Form for RFP Professional Engineering Services 

Reference to Other Processes 
• Precedes 2.1.6 Request for Proposal (RFP) on page 17 
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2.1.6 Request for Proposal (RFP) 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
• Procurement 
• Finance 

Process Manager 
• Capital Procurement Officer 

o Procurement  
o Finance 

Description 
An RFP is a formal solicitation & is the procurement mechanism used to acquire professional services where 
technical merit is the primary basis for award consideration. Factors such as quality, negotiated fees, availability & 
offeror's capability can be award factors in the acquisition of services. An RFP is used for projects where an existing 
contract or open-ended A/E consultant cannot be utilized as well as for any project that exceeds the threshold 
stated in the Professional Services section of the Procurement Regulations. Existing architectural and engineering 
professional term contract thresholds are in accordance with Section 2.2-4303.1 of the Virginia Public Procurement 
Act (VPPA). To acquire services under existing open-ended professional County contracts, go to the 2.2.11 Task 
Order process (see page 44). 

Contacts & Roles: Organization, Entity, or Individual 
• Provide information as requested by Procurement 

o County Department 
• Procurement and contract process oversight 

o Procurement 
• Approve contract by resolution 

o BOCS 

Timelines: Deadlines, Critical Path Items 
Not applicable. 

Materials 
• Solicitation Document(s) 
• Automated forms in Mobius (see 2.8.4 Mobius Financial Management Software on page 197). 
• Procurement Regulations 

Forms 
• Solicitation Information Form for RFP Professional Engineering Services 

Reference to Other Processes 
• Follows 2.1.5 Establish Scope of Work - Design on page 15. 
• Precedes 2.2.1 Programming on page 19. 
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Figure 4: 2.1.6 Request for Proposal Process 
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2.2 Design 
2.2.1 Programming 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
Project Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
The program lays out the use of a proposed facility. Programming addresses the human physical & external factors 
influencing facility design. Also included are the external requirements & standards, such as planning & zoning 
ordinances, building codes and other related regulations. It is during the programming phase that the general size 
& character of the facility are established. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide information specific to programming 

o User Agencies 
o For Parks & Recreation: 

 User Divisions 
 Partners 
 Community Stakeholders 

• Provide technical information on the building systems operations 
o Facilities & Fleet Management: Buildings & Grounds (B&G)  
o Parks & Recreation: Maintenance and Operations Division  

• Provide specific information on space standards, furniture, and interior finishes. 
o Property Management 

• Provide technical expertise 
o A/E Consultant 

• Provide overall guidance & coordination 
o Facilities & Fleet Management: Facilities Construction Management 
o Parks & Recreation: Planning & Capital Projects Division 

• Provide technical information with data and telephones 
o Department of Information Technology (DoIT) 

• Provide information concerning Resource Protection Areas (RPA), etc. 
o Environmental Management 
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Timelines: Deadlines, Critical Path Items 
1. Obtain information on Resource Protection Areas from Environmental Management. 
2. Obtain Geotechnical Report. 

Materials 
• Building Program 
• Massing Diagram 

Forms 
Not applicable 

Reference to Other Processes 
Not applicable. 
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Figure 5: 2.2.1 Programming Process 
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2.2.2 Public Hearings 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Clerk of: 

• BOCS 
• VDOT 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
A Public Hearing is a meeting held by the County to elicit public comment on proposed or ongoing projects. 

A Public Hearing may be required: 

• when determined by the Planning Office as part of a Public Facilities Review; 
• when property acquisition is needed; 
• when a utility needs to be relocated; 
• or, when a Public Information Meeting has not been conducted.  

o This meeting is required on a case-by- case basis. 

Contacts & Roles: Organization, Entity, or Individual 
• Prepare documentation for a public hearing 

o Project Manager(s) 
• Advertises the Public Hearing 

o County Department 
 Facilities & Fleet Management 
 Transportation 

o Parks & Recreation:  
 Clerk’s Office 

• Authorizes and holds Public Hearing 
o BOCS 

Timelines: Deadlines, Critical Path Items 
1. BOCS approves a Public Hearing. 
2. Advertise the Public Hearing. 
3. Draft BOCS Agenda Item to approve the final design. 

Materials 
• BOCS Agenda Item 
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Forms 
Not applicable 

Reference to Other Processes 
• Precedes  

o 2.2.12 Design Development on page 47 
o 2.2.13 Design Development (Roads) on page 49 

 

 

Figure 6: 2.2.2 Public Hearings Process for Locally Funded Project 
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Task/Submittal/File Documentation Locality 
Responsibility 

VDOT Project 
Coordinator 

Responsibility 

Submittal 
Timing/Recordkeeping 

Requirements 

Determination of public participation 
requirements 

Prepare and submit to 
Project Coordinator 

Concur with locality 
decision 

@ Scoping 

Notice of Public Hearing in newspaper 
(2x) and posting 

Post and send notice 
to Project Coordinator 

N/A Not less than 30 days prior to 
Public Hearing. Approximately 
one week prior to Public 
Hearing 

Notice of Willingness to Hold a Public 
Hearing in newspaper (2x) and other 
appropriate notifications 

Post and send notice 
to Project Coordinator 

Project Coordinator 
reviews for 
completeness. Support 
is available. 

Not less than 15 days prior to 
the expiration of willingness 
period and approximately one 
week prior to expiration date of 
willingness. 

Draft of Project information Sheet(s) 
section 3.03 and Appendix A-1 of the 
Public Involvement Manual includes a 
listing of the suggested documents for 
Public Information session/Public 
Hearing. 

Prepare and submit to 
Project Coordinator 

Project Coordinator 
Reviews for 
completeness. Support 
is available from Public 
Affairs office If needed. 

30 days prior to hearing 

Draft Project Information Sheet(s) N/A Review and provide 
comments to locality. 
Support is available 
from Public Affairs 
office if needed. 

10 business days 

Final Project Information Sheet(s) Prepare for public 
hearing 

N/A 5 days prior to hearing 

Conduct the Public Hearing- Section 
3.05 and Appendix A-3 of the Public 
Involvement Manual provides 
guidance on holding a Public Hearing 

N/A N/A N/A 

PH Transcript Appendix A-5 (Transcript 
Submission) of the Public 

Prepare and submit to 
Project Coordinator 

Process in accordance 
with Tiered Project 
oversight process. 

Prepared and submitted to 
VDOT Project Coordinator 15 
days after close of written 
comment period; final 
comments provided to LPA 
within 15 days of their 
submittal 

Location and/or design approval in 
accordance with Tier 1/ Tier 2 
processes and VDOT’s Public 
Involvement Manual, Location and/or 
Design Approval Flow Charts. 

N/A Commonwealth 
Transportation Board 
for location, Chief 
engineer for design 

45 days for Commonwealth 
Transportation Board approval, 
30 days for design approval 

State funded Project Process Retrieved from LAP Manual, Project Development VDOT. 

Figure 7: 2.2.2 Transportation Public Hearings Process Table for State Funded Project 
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2.2.3 Public Information Meeting 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
The Public Information Meeting process is recommended when citizens are impacted by the project. The meeting is 
conducted to obtain citizens’ feedback. Generally, the meeting is held at about 30% and 60% of design completion. 
The District Supervisor attends the informational meeting. 

Contacts & Roles: Organization, Entity, or Individual 
• Conducts the meeting 

o Department Director 
• Attends the meeting 

o District Supervisor 
o Department Staff 

 Provide answers to questions as applicable. 
• Provides feedback 

o Citizens 
• Provides technical expertise 

o A/E Consultant 

Timelines: Deadlines, Critical Path Items 
Not applicable 

Materials 
• Building program 

Forms 
Not applicable 

Reference to Other Processes 
Not applicable 
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Figure 8: 2.2.3 Public Information Meeting Process 
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2.2.3B Public Information Gathering (In addition to-Meeting) 
Applicable to: 

• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 

Process Manager 
Project Managers of: 

• Parks & Recreation 

Description 
The Public Information Gathering process is recommended when citizens are impacted by the project. During the 
project planning process, online surveys or other community feedback gathering is performed to solicit citizen 
input.  

Contacts & Roles: Organization, Entity, or Individual 
• Determines the need for community outreach 

o Department Director 
• Conduct online survey 

o Department Communications staff 
 Build and publish online survey 
 Send out public announcement via email and community newsletters 
 Close survey on published closing date 
 Review survey results and provide report  

o Department Staff 
 Provide answers to questions as applicable. 

• Focus Group Meeting for Stakeholders 
o Prior to Focus Group meeting, develop stakeholder questions 

 Communications Staff 
 Planning Staff 

• Provides feedback 
o Citizens 

• Review community outreach results 
o Department Staff 
o Department Director 

Timelines: Deadlines, Critical Path Items 
Not applicable 

Materials 
• Online survey builder 

Forms 
Not applicable 
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Reference to Other Processes 
Not applicable 

 

 

Figure 9: 2.2.3B Public Information Gathering Process 
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2.2.4 Alternative Analysis 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Alternative analysis is the opportunity for BOCS and the public to respond to alternatives in the project. In the case 
of roads, it may be a particular alignment; in the case of buildings, it may be location, scale, and character of the 
proposed facility. Several variables can be determined in the alternative analysis. Approval of a preferred alternative 
allows the architectural or engineering services to proceed to final design. 

Process Items to Consider:  

1) Project should already have determined beginning and end.  
2) Project Manager should analyze project.  
3) Project Manager should come up with 3-4 possible alternatives.  
4) Project Manager should analyze all possible alternatives for traffic, right-of-way impact, etc.  
5) Project Manager should conduct Public Information Meeting.  
6) Project Manager should gather citizen input.  
7) Project Manager should present recommended alternative to BOCS. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide design, recommendations, and any materials needed for BOCS decision. 

o A/E Consultant 
• Select alignment for Roads and determine building character on case-by-case basis 

o BOCS 
• Provide feedback at Public Information Meetings 

o Citizens 
• Provide locations and impact of location on project 

o Utility Companies 
• Provide technical support for road alignments 

o VDOT 
• Provide technical support as needed 

o Other County Agencies 
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• Provide coordination as needed with prospective road alignments 
o Developer 

Timelines: Deadlines, Critical Path Items 
1. Draft Conceptual Plan in a format that can be presented in a public forum. 
2. For road alignment, either a Public Information Meeting or Public Hearing must be conducted prior to BOCS 

selection of the alternative. 
3. BOCS approval is required for road alignment but is optional for building character. 
4. Once an alternative is selected, the Project Manager can send the plans to VDOT for approval, if applicable. 

Materials 
• BOCS Agenda Item 
• Transmittals 

Forms 
Not applicable 

Reference to Other Processes 
• Occurs throughout 

o 2.2.2 Public Hearings on page 22  
o 2.2.3 Public Information Meeting on page 25 
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Figure 10: 2.2.4 Alternative Analysis Process 
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2.2.5 Contract Modifications 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Director of Procurement 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Changes to a contract for professional services are done through a contract modification. Contract modifications 
occur when the consultant and County agree that additional work is needed to successfully design the project. 
Changes may occur because of a change in the original scope of work, specific unforeseen obstacles which require 
variation from the original plan, or the addition of other features or options to the project. 

Notes:  

• Any changes in design that are outside of the original scope of work need to be modified in writing;  
• The Project Manager must obtain an estimate for the modifications;  
• If approved, Project Manager sends to Procurement;  
• The Capital Procurement Officer reviews the contract modification and confirms it can be routed for 

signature. 
o If changes are required, the contract modification is returned to the Project Manager to make the 

requested changes. 
• If the amount of the modification is within 25%, or less than $50,000, of the original contract, then the 

Director or authorized designee may approve the modification;  
• If the amount of the modification is more than $50,0000 or 25% of the original contract, the contract 

modification must be approved by the BOCS.  
• Every time there is a contract modification, the original amount will change to the original+ the modification 

amount or the original + any previous modification amounts + the new modification. So, 25% should be 
based on that amount which is original + all modifications unless a higher amount is approved by the BOCS. 

Contacts & Roles: Organization, Entity, or Individual 
• Requests and negotiates scope and cost of contract modification. 

o A/E Consultant 
• Initiate contract modification & sends to Procurement for review.  

o Project Manager 
• Verify availability of funds, process the modification, and coordinate with procurement. 

o Departmental accounting staff 
• Review documentation, process, and approve purchase order increase and modification 

o Procurement 
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• Route approved contract modification through contractor/consultant and then Procurement. 
o Project Manager 

Timelines: Deadlines, Critical Path Items 
1. Procurement approval 
2. BOCS approval 

Materials 
• Contract Modification 
• BOCS Agenda Item 

Forms 
• Contract Modification Form 

Reference to Other Processes 
• Precedes  

o 2.2.12 Design Development on page 47 
o 2.2.13 Design Development (Roads) on page 49 

• Occurs throughout 
o 2.8.1 Board Agenda  on page 191 
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Figure 11: 2.2.5 Contract Modifications Process 
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2.2.6 Design Field Inspection 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Manager(s) of Transportation 

Description 
When the design on a state and/or federal road project is 30% complete all involved parties are invited to formally 
review the project. As part of the review a field visit is conducted. 

Contacts & Roles: Organization, Entity, or Individual 
• Work with department staff to review design status 

o A/E Consultant 
• Work with A/E Consultant to review design status 

o Department staff 

Timelines: Deadlines, Critical Path Items 
1. Estimates 

Materials 
• Transmittals 

Forms 
Not applicable 

Reference to Other Processes 
• Concurrent with 2.2.13 Design Development (Roads) on page 49 
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Figure 12: 2.2.6 Design Field Inspection Process 
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2.2.7 Schematic Design 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation  
• Facilities & Fleet Management 

Process Manager 
Project Managers of 

• Parks & Recreation  
• Facilities & Fleet Management 
• Facilities Construction 

Description 
The schematic design phase takes the programming information and puts it into a graphic/presentation. Schematic 
plans often include 1 to 2 alternate designs.  

The primary objective of the schematics phase is to arrive at a clearly defined, feasible concept and present it in a 
way that the end user can understand. A professional cost estimate is prepared as part of the process to ensure the 
project is within budget. If the budget is exceeded, then the schematic plans must be revised to be within the 
approved budget. 

Contacts & Roles: Organization, Entity, or Individual 
• Review & advise on possible (site) conflicts 

o Planning 
• Review & advise on building code issues 

o Building Development 
• Review and approve operational issues resolution 

o Facilities & Fleet Management: Buildings & Grounds (B&G) 
o Parks & Recreation: Maintenance and Operations Division 

• Review for compliance to standards 
o Facilities & Fleet Management: Facilities Construction Management (FCM) 
o Parks & Recreation: Planning & Capital Projects Division 

• Review technological aspects of the design 
o Department of Information Technology (DoIT) 

Timelines: Deadlines, Critical Path Items 
1. Review time 

a. In-house review by users 
i. Buildings & Grounds 
ii. Property Management 

Materials 
• Drawings by consultants 
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• Building program 

Forms 
Not applicable 

Reference to Other Processes 
• Precedes 2.2.2 Public Hearings on page 22 

 

 

Figure 13: 2.2.7 Schematic Design Process  
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2.2.8 Environmental Impact Studies 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Environmental impact studies must be performed by the consultant to determine the impact of the project on 
streams, rivers, wildlife, wetlands, and other environmentally sensitive ecosystems. 

Contacts & Roles: Organization, Entity, or Individual 
• VDOT (not applicable to Parks & Recreation) 
• Transportation 
• Department of Environmental Quality (DEQ) 
• BOCS 
• Citizens 
• Developers 
• County Agencies 

Timelines: Deadlines, Critical Path Items 
1. VDOT/Transportation Review 
2. 60% Plans 
3. National Environmental Policy Act (NEPA) Process 
4. Environmental Resource Survey 

Materials 
• NEPA Permit 
• VDOT 
• Transmittals 

Forms 
Not applicable 

Reference to Other Processes 
Not applicable 
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Figure 14: 2.2.8 Environmental Impact Studies Process 
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2.2.9 Environmental Permitting 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
This section outlines a process for merging the elements of the NEPA permitting process relating to all County road 
bond and Capital Improvement Program (CIP) projects. This process assures the environmentally sound and 
effective development of major county, state, or federally funded projects.  

Contacts & Roles: Organization, Entity, or Individual 
• Review and approve 

o Transportation 
o If applicable: 

 VDOT 
 Public Works 

o Department of Environmental Quality (DEQ) 

Timelines: Deadlines, Critical Path Items 
1. NEPA Preparation 
2. Prepare Finding of No Significant Impact (FONSI) 
3. Prepare Categorical Exclusion 
4. Prepare Environmental Impact Study (EIS) 
5. Prepare Record of Decision (ROD) 

Materials 
• EIS 
• FONSI 
• NEPA Permit 
• ROD 
• Transmittals 

Forms 
Not applicable 
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Reference to Other Processes 
• Precedes 2.2.8 Environmental Impact Studies on page 39 

 

Figure 15: 2.2.9 Environmental Permitting Process 
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2.2.10 Interior Design 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
Project and Property Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
Interior Design services are procured and are contracted as part of the A/E services (preferred). An alternate means 
of procuring services is use of Property Management's interior design contracts. 

Contacts & Roles: Organization, Entity, or Individual 
• Review needs 

o Department of Information Technology (DoIT) 
o Buildings & Grounds (B&G) 
o Maintenance and Operations 
o Facility End User Division(s) 

• Review and evaluate bids if contracted separately. If interior design is procured through FCM 
Architect/Engineer, Property Management is involved throughout the design 

o Property Management 
• Coordinate process with architect/engineer team 

o Facilities Construction Management (FCM) 
• Provide feedback 

o Users 

Timelines: Deadlines, Critical Path Items 
1. Schematic Design 

Materials 
Not applicable 

Forms 
• Cost Proposal Form for Interior Design Services 

Reference to Other Processes 
• Follows 

o 2.2.1 Programming on page 19 
o 2.2.7 Schematic Design on page 37 

• Occurs throughout 
o 2.2.4 Alternative Analysis on page 29 



2.2 Design 
 

 

Rev: 10/2024 
 

44 

2.2.11 Task Order 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
A task order is a contract mechanism used to acquire services from an established open-ended professional 
services contract. 

Task orders can be issued for services, such as professional (architect commissioning, materials testing, special 
inspections, third party inspections, cost estimating, etc.) 

The task order guideline, which include the entire process, and the requirements can be found under Procurement 
forms on the County's intranet. 

Contacts & Roles: Organization, Entity, or Individual 
• Approve task order 

o Procurement 
• Create SOW and negotiate cost 

o Project Manager 

Timelines: Deadlines, Critical Path Items 
1. Scope of Work (SOW) 
2. Design Development 
3. Cost Proposal 
4. Performance Period 

Materials 
• A/E Consultant proposal 

Forms 
• Task Order Form 
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Reference to Other Processes 
• Occurs throughout: 

o 2.2.12 Design Development on page 47 
o 2.2.13 Design Development (Roads) on page 49 
o 2.5.2 Negotiate Fee Arrangement on page 135 
o 2.5.7 Relocation of Utilities on page 146 
o 2.5.5 Request/Authorize Work on page 142 
o 2.7.5 Budget Transfers on page 186 
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Figure 16: 2.2.11 Task Order Process 
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2.2.12 Design Development 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
Project Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
Design Development (DD) for buildings defines and describes all important aspects of the project.  

The DD phase produces drawings and specifications that fix and describe the size and character of the project, 
through the creation of fully developed floor plans, interior and exterior elevations, reflected ceiling plans, wall and 
building sections, and electrical, mechanical, plumbing and fire protections systems. 

Contacts & Roles: Organization, Entity, or Individual 
• Manage, facilitate, and coordinate with the consultants, users, and building officials. 

o Facilities Construction Management (FCM) 
o DoIT 
o Project Manager 

• Manage, facilitate, and coordinate with Property Management and Environmental Management 
o Project Manager 

• Perform design reviews 
o Project Manager 

• Provides input on building maintainability and control systems 
o B&G 
o Maintenance and Operations 

Timelines: Deadlines, Critical Path Items 
1. 50% Review – Internal review by FCM, PM, B&G, and DoIT for compliance to standards and needs. 
2. Cost Estimate – If over budget, project needs to be revised to fit budget. 

Materials 
• Design Drawings 
• Professional Cost Estimate 

Forms 
Not applicable 

Reference to Other Processes 
• Follows 2.2.7 Schematic Design on page 37 
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Figure 17: 2.2.12 Design Development Process 
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2.2.13 Design Development (Roads) 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Manager(s) of Transportation 

Description 
Design Development (DD) for road projects is the process of hiring a professional services company to develop an 
approved set of plans ready for construction. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide technical support 

o VDOT 
• Provide input and design alternative selection 

o BOCS 
• Provide alternatives and impact feedback 

o Citizens 
• Provide coordination with proffered improvements near the County project 

o Developers 
• Provide coordination 

o A/E Consultants 
• Review project and provide comments 

o County Project Managers 

Timelines: Deadlines, Critical Path Items 
1. Public Information Meeting – Public Information Meetings are sometimes necessary when citizen 

involvement or concern is high. 
2. BOCS design approval – BOCS selects alternative.  
3. 70% submission to VDOT – 70% submission is the first opportunity to receive feedback from VDOT. Approval 

at 70% is not necessary, but incorporation of comments is required. 
4. 100% submission to VDOT – Submission is required before plans can be constructed. 

Materials 
• BOCS Agenda Item 
• Contract & Transmittals 
• VDOT 

Forms 
Not applicable 
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Reference to Other Processes 
• Follows 2.1.6 Request for Proposal (RFP) on page 17 
• Occurs throughout 2.2.4 Alternative Analysis on page 29 
• Concurrent with: 

o 2.5.1 Identify Existing Utilities and Conflicts on page 132 
o 2.6.1 Land Acquisition Overview on page 148 

• Precedes 2.3.1 Invitation for Bid (IFB) on page 69 

 

 

Figure 18: 2.2.13 Design Development (Roads) Process  
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2.2.14 Site Permitting 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
Project Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 

Description  
A site plan must be approved by County reviewers prior to the issuance of a building permit. A site plan is typically 
submitted to the County for review in advance of the building permit County review process. The County review is 
typically concurrent with the building permit drawings. 

Contacts & Roles: Organization, Entity, or Individual 
• Project Management 

o Facilities Construction Management (FCM) 
o Property Management (PM) 
o Buildings & Grounds (B&G) 
o Parks & Recreation 

• Site plan review  
o Office of Planning 
o Other departments (Transportation, Environmental Management, VDOT, DEQ, etc.) 

• Coordination with other review agencies 
o Office of Planning 

• Responsible for design and resolution of all County comments 
o A/E Consultant 

Timelines: Deadlines, Critical Path Items 
1. Approval of site plan – Must be approved prior to issuance of the building permit. 

Materials 
• SOP 1.007.1 Reference Guide for Facilities Projects 
• Permit letter 
• Site plan application 
• Transmittals 

Forms 
• Public Facilities Review (PFR) 
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Reference to Other Processes 
• Precedes 2.2.18 Building Review and Permitting on page 62  
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Figure 19: 2.2.14 Site Permitting Process 
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2.2.15 Design Development (Survey) 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Director of Parks & Recreation 

Process Manager 
Project Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
An important part of the design process is the survey. An accurate record of the impacted land is necessary for the 
completion of any project. For design projects, the A/E procures and manages those services as part of their 
contract. 

Contacts & Roles: Organization, Entity, or Individual 
• Titles will be needed 

o Transportation (Right-of-Way) 
o Parks & Recreation 

• Provide coordination for building projects 
o Facilities & Fleet Management 
o Parks & Recreation 

• Approve the consultant if procured using the open-end professional contracts 
o Procurement 

• Provide the survey 
o A/E Consultant 

Timelines: Deadlines, Critical Path Items 
1. Confirm that survey is part of Design Contract – Task Order only needed if survey services are not included 

in A/E contract. 

Materials 
• Contract 
• Task Order (if needed) 

Forms 
Not applicable 

Reference to Other Processes 
• Precedes  

o 2.1.6 Request for Proposal (RFP) on page17 
o 2.2.12 Design Development on page 47 
o 2.2.13 Design Development (Roads) on page 49 

• Concurrent with 2.2.11 Task Order on page 44 
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Figure 20: 2.2.15 Design Development (Survey) Process 
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2.2.16 Plat Preparation 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Legal documentation of property is required for all projects. The drawing of the property is known as the plat. The 
plat includes all dedications, easements, rights-of-way, or other encumbrances on the site. The plat also locates 
buildings and associated support structures on the site, along with roads, storm water management and utilities.  

NOTE:  

• All rights-of-way take, permanent and temporary easements, and utility easements need to be determined 
before any plats can be prepared. 

• Plats are prepared as part of Design Contract. 

Contacts & Roles: Organization, Entity, or Individual 
• Prepares plats 

o A/E Consultant 
• Manages plat review and approval process 

o FFM 
o Transportation 
o Parks & Recreation 

• Approves plats if there are dedications, easements, or rights-of-way 
o BOCS 

• Prepare deeds and record plats 
o County Attorney 

• Record deeds 
o Clerk of the Court 

• Conduct field inspections 
o Utility Companies 

Timelines: Deadlines, Critical Path Items 
1. Plan completion at 70% to 100% 
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a. Transportation projects initiate plat preparation at 70%.  
b. Building projects initiate plat preparation prior to submission for site permitting.  
c. CIP building projects require submission of the plat and site plan at approximately 50% of design or 

post design development. 

Materials 
• Plat 
• Titles 

Forms 
Not applicable 

Reference to Other Processes 
• Precedes  

o 2.2.12 Design Development on page 47 
o 2.2.13 Design Development (Roads) on page 49 
o 2.2.15 Design Development (Survey) on page 54 
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Figure 21: 2.2.16 Plat Preparation Process 
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2.2.17 Construction Documents 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Construction Documents (CDs) are prepared by the A/E and reviewed by the CIP team to ensure the building and its 
elements meet the County’s needs. They establish the contractual obligations of the owner and contractor to each 
other during the project; identify the responsibilities of all parties (A/E, GC, Owners); communicate the quantity, 
quality and relationship of all work required to construct the project; and provide the medium to solicit a firm cost 
for construction. CDs include, but are not limited to, bid requirements, contract forms, contract conditions, 
specifications, drawings, addenda, and contract modifications. 

Contacts & Roles: Organization, Entity, or Individual 
• Prepare construction documents and obtain final cost estimate 

o A/E Consultant 
• Special provisions in construction documents  

o For road and parks projects:  
 Citizen provided special provisions are occasionally annotated in the construction 

documents. 
 VDOT provided special provisions and notes are included in the construction documents. 

• Coordinate design reviews with Property Management, Buildings & Grounds, Environmental Management, 
and others as necessary 

o Project Manager 

Timelines: Deadlines, Critical Path Items 
1. 100% plans – Required for permitting. 
2. VDOT Approvals – VDOT approves 100% plans for road projects. 
3. Cost Estimates – Provided by an outside consultant and validate CIP estimates. 

Materials 
• Construction documents 



2.2 Design 
 

 

Rev: 10/2024 
 

60 

Forms 
Not applicable 

Reference to Other Processes 
• Precedes 

o 2.3.1 Invitation for Bid (IFB) on page 69  
• Follows 

o 2.2.12 Design Development on page 47 
o 2.2.13 Design Development (Roads) on page 49 
o 2.2.16 Plat Preparation on page 56 
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Figure 22: 2.2.17 Construction Documents Process 
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2.2.18 Building Review and Permitting 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
Plan Reviewers of: 

• Building Development 
• Parks & Recreation 
• Facilities & Fleet Management 

Description 
All construction plans are prepared in accordance with the International Building Code (IBC) as adopted by Virginia. 
The consulting development services architect submits the initial plans to the managing department for review. 
Comments generated by the reviewers are then forwarded to the A/E for resolution. . Plans are submitted to 
Building Development Division for plan review and applicable fees are paid.  Rounds of comment and comment 
resolution ensue. Once all comments are addressed, submitted, and approved by the reviewers, a building permit is 
issued for the project. 

For road projects, building permits are issued for structural and electrical components. 

NOTE: The reviews are completed in sequential order. Failure of any of the reviews (building, mechanical, electrical, 
etc.) results in a negative assessment of the construction plans. Comments are then sent to A/E, which revises the 
plans. The revised plans cycle through the review process again, skipping those reviews which were positive 
previously. This process continues until all reviews are positive. 

Contacts & Roles: Organization, Entity, or Individual 
• Facilitate and coordinate the submission, review comments, and completion of all tasks by consultant. 

o Facilities & Fleet Management 
 FCM 
 PM 
 B&G 

o Parks & Recreation 
• Respond to review comments 

o A/E Consultant 
• Facilitate submission of plans 

o Transportation 

Timelines: Deadlines, Critical Path Items 
1. Timely response to review comments 
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Materials 
• Building Permit Application 
• • Transmittals 
• • Watershed documents 

Forms 
Not applicable 

Reference to Other Processes 
• Follows 2.2.17 Construction Documents on page 2.2.17 Construction Documents 
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Figure 23: 2.2.18 Building Review and Permitting Process 
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Figure 24: 2.2.18 Construction Plans Submitted Process 
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2.2.19 Invoices 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Invoices on Capital Improvement Program Projects are typically paid from a Purchase Order. The review of invoices 
is essential for maintaining proper financial controls and project management. 

If an invoice is received from a County department, then an Inter-department transfer (IDT) is needed to pay the 
invoice through Mobius. 

Contacts & Roles: Organization, Entity, or Individual 
• Sign the invoice and attest that is in accordance with the contract and that the billable items are accurate. 

o Project Manager 
• Ensure proper financial controls are used.  

o Department approval - Approval paths may differ across departments, however the managing 
department for the project is responsible for ensuring the proper controls are used. 

• Final electronic approval on all invoices 
o Accounts Payable 

Timelines: Deadlines, Critical Path Items 
1. Project Manager Signature – The Project Manager must sign the invoice, attesting that it is in accordance 

with the contract and the billable items are accurate. 
2. Department approval – Approval paths may differ across departments; however, it is the responsibility of 

the managing department to ensure that proper financial controls are used. 
3. Accounts Payable approval – Accounts payable will have final electronic approval on all invoices. 

Materials 
• Invoice 

Forms 
• Pre-Mobius Form (Transportation) 
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Reference to Other Processes 
Not applicable 
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Figure 25: 2.2.19 Invoices Process 
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2.3 Construction 
2.3.1 Invitation for Bid (IFB) 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Director of Finance 

Process Manager 
Project Managers of: 

• Procurement 
• Finance 

Description 
An Invitation for Bids (IFB) is a formal solicitation and is the purchasing mechanism used to acquire construction 
services. It is initiated by the using department and processed by the Chief Procurement Officer in accordance with 
established rules and regulations. 

For federal projects or grant funding, the state administrator must review and approve the bid documents (e.g., 
TEA-21). 

All design contracts must be awarded by BOCS. Construction contracts have varying levels of authority to execute 
determined by dollar threshold. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide latest special provisions for road projects. 

o VDOT 
• Provide information for the IFB. 

o User Department 
• Approve all design contract awards. 

o BOCS 
• Review and approve IFB documents for contract when federal or state funding Involved. 

o State Administrator 
• Complete Project Information Form and provide necessary supporting documentation for the contract. 

o Project Manager 
• Review the Project Information Form and issue the IFB. 

o Procurement 

Timelines: Deadlines, Critical Path Items 
1. Determine solicitation method needed based on cost 
2. Is funding sufficient? 
3. Is solicitation approved? 
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Materials 
Not applicable 

Forms 
• Capital Projects Information Form 

Reference to Other Processes 
Not applicable 
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Figure 26: 2.3.1 Invitation for Bid (IFB) Process 
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Figure 27: 2.3.1 Invitation for Bid (IFB) Process Continued 
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2.3.2 Change Order 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Director of Finance 

Process Manager 
Project Managers of 

• Facilities & Fleet Management 
• Transportation 

Description 
A Change Order is a document which is signed by contractor, A/E, and owner which authorizes an addition, deletion, 
or revision in the work or an adjustment in the contract price or the contract terms, issued on or after the effective 
date of the agreement. Changes may occur as a result of a change in the original scope of work, specific unforeseen 
obstacles which require variation from the original plan, or the addition of other features or options to the project. 

Contacts & Roles: Organization, Entity, or Individual 
• Negotiate the terms of the Change Order 

o User Department 
o Contractor 

• Approve change orders 
o Less than 25% of original contract or below $50,000 

 User Department & Procurement Manager 
o Over 25%of the original amount, or $50,000, whichever is greater 

 BOCS 

Timelines: Deadlines, Critical Path Items 
1. Receive estimates 
2. Negotiate terms of the Change Order 
3. Approve Change Orders following the correct approval path. 

Materials 
Not applicable 

Forms 
• Change Order (AIA Document G701) 
• Proposal Request (AIA Document G709) 
• County Change Order Form 
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Reference to Other Processes 
• Follows 2.3.1 Invitation for Bid (IFB) on page 69 
• Concurrent with:  

o 2.3.8 Construction (Buildings & Parks) on page 93 
o 2.3.9 Construction (Roads) on page 96 
o 2.8.1 Board Agenda on page 191 
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Figure 28: 2.3.2 Change Order Process 
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2.3.3 Application for Payment 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Application for payment (on CIP projects are typically paid from a PO. The review of applications for payment is 
essential for maintaining proper financial controls and project management. All requests for payment that include 
stored materials or prepayment for materials/services must have proof of purchase and storage as applicable. This 
can include, but is not limited to, photographs of the materials in storage, affidavits of purchase/storage, bills of 
lading and/ or FCM staff observance of the materials. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide the applications for payment. 

o Vendor 
• Receive and review requests for payment against a Purchase Order for accuracy and completeness. 

o User Department 
• Final approval of requests for payment. 

o Accounts Payable 

Timelines: Deadlines, Critical Path Items 
1. Construction Manager signature – The Construction Manager must sign the request for payment, attesting 

that the request is in accordance with the contract and the billable items are accurate. 
2. Department approval – Approval paths may differ across departments; however, it is the responsibility of 

the managing department to ensure that proper financial controls are used. 
3. Accounts Payable approval – Accounts payable will have final electronic approval on all requests for 

payment. 

Materials 
• Invoices and/or internal charges 
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Forms 
• Application and Certificate for Payment (AIA Document G702) – for buildings 
• For roads 

o Request for Payment 
o Pre-Mobius Request Form 

Reference to Other Processes 
• Concurrent with: 

o 2.3.8 Construction (Buildings & Parks) on page 93 
o 2.3.9 Construction (Roads) on page 93 
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Figure 29: 2.3.3 Payment is Requested  
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2.3.4 Draw Downs for Bond or Lease-Funded Projects 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Treasury Manager 

Process Manager 
Fiscal Services Manager in Finance Department 

Description 
Some Capital Improvement Projects are funded through debt, also known as bond sales. The County uses cash 
from the General Fund to pay for expenses as they occur. Periodically, County agencies are required to complete 
draw downs (also known as cash draws) for projects so that the revenues from debt can supplant general fund 
revenues. Refer to Additional Information that starts on the next page for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Approve invoices and payments, which are the basis for, and incorporated into, draw downs. Certify 

information contained in draw down request. 
o Department Project Managers 

• Prepares the draw down request. 
o Department Accounting Staff 

• Reviews draw down request after it is submitted by department. Submits the completed draw down to the 
internal portfolio managers. 

o Fiscal Services Manager 
• Submits the draw down data to external portfolio manager. 

o Internal Portfolio Manager 
• Releases bond proceeds cash to the County bank account. 

o External (Third-Party) Portfolio Manager 

Timelines: Deadlines, Critical Path Items 
1. 6-month IRS milestone – 10% of expenses. 
2. 12-month IRS milestone – 45% of expenses. 
3. 18-month IRS milestone – 75% of expenses. 
4. 24-month IRS milestone – 95% of expenses. 
5. 36-month IRS milestone – 100% of expenses. 

Materials 
• Invoices and/or internal charges 
• Summary of Expenses 
• Letter to Trustee/Portfolio Manager 

Forms 
Not applicable 

Reference to Other Processes 
• Follows 2.7.2 Bond/Lease Sale on page 174 
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• Concurrent with 2.7.3 Arbitrage on page 180 

Additional Information 
External portfolio manager reports semi-annually based on closing date: 

Arbitrage 

o If all milestones are met County keeps all interest and does not perform arbitrage calculation. 
o Milestones (spend & draw): 

o 6 months – 10% 
o 12 months – 45% 
o 18 months – 75% 
o 24 months – 95% 
o 6 months – 100% 

• If one milestone is missed, the County performs arbitrage calculation. 
• If one milestone is missed AND the County earns more interest than it pays, the difference goes to the IRS. 

Several things must be completed before initiating a bond draw down: 

• BOCS must approve the project appropriations that include bond/lease financing support. 
• Expenditures being drawn must have been paid and related processing completed. 
• It is preferred that the supporting bond sale has been completed. 
• The project expenditure must be appropriate for bond financing support, i.e., that it is a capital 

improvement and has a 20-year practical, useful life. You should not draw for operating expenses, for 
equipment that is not part of the facility, or for equipment/other items that do not have a 20-year useful life. 

It is recommended that as each vendor payment, or direct County expense is incurred, a copy of the invoice(s) is set 
aside into a draw down file (filed by project by bond sale). 

At regular intervals a Facilities & Fleet Management/Transportation processor (clerk, accountant, Project Manager) 
should gather a full set of the invoices and signed copies of internal charges which have occurred since the last 
draw down was executed. (The frequency for preparing a project’s drawdowns depends on its rate of expenditures 
– drawdowns should be monthly, if the project is active and expending funds frequently or at least quarterly if the 
project is moving slowly.) 

The Facilities & Fleet Management/Transportation processor prepares a summary of the payments/ 
invoices/charges the draw down will be reimbursing. The processor then prepares a cover letter to the external 
Portfolio Manager or Trustee as appropriate. The cover letter should be addressed to the correct person (i.e. the 
Portfolio Manager’s or Trustee’s representative). The cover letter also should identify the portfolio manager’s correct 
account number, the amount to be drawn, the cumulative total of all prior drawdowns for this project, the 
outstanding direct proceeds balance for this project, and the remaining balance of the direct proceeds for this 
project after the draw down is completed. The certification of expenses should be signed by the Project Manager or 
by the department Director.  

The cover letter, summary of the invoices, and the full set of the invoice copies and copies of signed internal charges 
should be assembled into one package constituting the draw down. The Facilities & Fleet 
Management/Transportation manager reviews the draw down, and if correct, sends it to the department Director 
(or designee) for signature. Once the department Director has signed the draw down, the draw down is forwarded 
to Finance for review. 
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After reviewing the draw down Finance either returns the draw down to its originator for correction or sends it to 
the external Portfolio Manager or trustee for their processing and for their release of the bond proceeds to the 
County. The external Portfolio Manager or the Trustee transfers the cash reimbursement to the County 
concentration account (County’s primary checking account). 

NOTE: By policy approved by the BOCS, interest earned on bond proceeds is normally transferred to the County’s 
Capital Reserve. These transfers of interest earnings are executed periodically during the fiscal year if appropriate, 
and at least one time per year after the fiscal year closes. An exception can be made to this use of interest earning if 
and when the BOCS directly budgets and appropriates some or all of the actual interest earnings in a specific 
amount to a specific project. 
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Figure 30: 2.3.4 Draw Downs for Bond or Lease Funded Projects Process 
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Figure 31: 2.3.4 Draw Downs for Bond or Lease Funded Projects Process Continued 
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2.3.5 Withholding and Releasing Retainage 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Director of Finance 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
The County, as owner, retains a portion of the contractors’ funds with each payment, per Prince William County 
Purchasing Regulation (Section 600.12). The typical amount is 5% of each payment. Those funds are encumbered 
and held in a separate account for payout at the completion of the project. Retainage provides the leverage to 
assure work has been completed 100% per the contract documents. It also provides funds in the event work is not 
completed per the contract or is deficient. The retainage is held until after the final payment is made and all punch 
list work is complete. Partial release of retainage can be made following substantial completion, provided that the 
value of the outstanding work is less than the remaining retainage being held. 

Contacts & Roles: Organization, Entity, or Individual 
• Submit Requests for Payment. 

o General Contractor 
• Approve Retainage.  

o Project Manager 
• Process Requests for Payment and withhold retainage. 

o Department Accounting Staff 
Timelines: Deadlines, Critical Path Items 

1. Receipt of Request for Payment – Contractor submits Request for Payment to the County. 
2. Prior to release of retainage: 

a. All items on the Punch list must be complete. 
b. Road must be accepted by VDOT. 
c. Occupancy Permit must be issued for buildings 

Materials 
Not applicable 
Forms 

• Request for Payment – for roads 
• Application and Certificate for Payment (AIA Document G702) – for buildings 
• Consent of Surety to Reduction in or Partial Release of Retainage (AIA Document G707A) 
• Consent of Surety Company to Final Payment (AIA Document G707) 

Reference to Other Processes 
• Follows 2.3.3 Application for Payment on page 76 
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Figure 32: 2.3.5 Withholding and Releasing Retainage Process 
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2.3.5B  Withholding and Releasing Retainage (Alternative Delivery Projects/PPTA 
Projects/Design-Build) 

Applicable to: 

• Roads 
Process Owner 
Director of Finance 

Process Manager 
Project Managers of: 

• Facilities & Fleet Management 
• Transportation 

Description  
The withholding and releasing of retainage for Alternative Delivery Transportation Projects, PPTA Projects and 
Design-Build Projects will be determined during project negotiations. 

If negotiated, the withholding and releasing of retainage for the Alternative Delivery, PPTA, and Design-Build 
Projects can follow the standard Design-Bid-Build process for retainage. 

Contacts & Roles: Organization, Entity, or Individual 
• Submit Requests for Payment 

o General Contractor 
• Approve Retainage 

o Project Manager 
• Process Requests for Payment and withhold retainage 

o Department Accounting Staff 
Timelines: Deadlines, Critical Path Items 

1. 50% completion – Make determinations about withholding retainage. 
2. Receipt of Request for Payment – Contractor submits Request for Payment to the County. 
3. Prior to release of retainage: 

a. All items on the Punch list must be complete. 
b. Road must be accepted by VDOT. 
c. Final Request for Payment has been received. 

Materials 
• Not applicable 

Forms 
• Request for Payment – for roads 
• Consent of Surety to Reduction in or Partial Release of Retainage (AIA Document G707A) 
• Consent of Surety Company to Final Payment (AIA Document G707) 

Reference to Other Processes 
• Follows  

o 2.3.3 Application for Payment on page 76 
o 2.3.5 Withholding and Releasing Retainage on page 84 
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Figure 33: 2.3.5B Alternative Delivery Projects/PPTA Projects/Design Build Withholding & Retainage Process  
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2.3.6 Construction Inspection (Roads) 
Applicable to: 

• Roads 
Process Owner 
Director of Transportation 

Process Manager 
Project Manager of Transportation 

Description 
During construction, the County either provides or hires an inspector to monitor the day-to-day activities of project 
construction. Usually there will be a general construction inspector and a geotechnical inspector. 

Refer to Additional Information beginning below for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide bi-weekly schedule 

o Contractor 
• Randomly inspect and give feedback about the project to the County Project Manager 

o VDOT 
• Provide feedback 

o Citizens  
o VDOT - random inspection feedback 
o Public Works - Storm Water Management feedback 

• Manage field operations 
o Project inspector 

Timelines: Deadlines, Critical Path Items 
1. Testing inspection – On call tests all project materials. 
2. Review quantities from GC – Project inspector reviews and approves daily quantities. 
3. Maintenance or traffic control – Contractor contact VDOT and request a lane closure approval. 

Materials 
• Daily Tickets 

Forms 
• Daily Reporting 
• Daily Testing 
• Work Zone Safety Assistance 

Reference to Other Processes 
• Concurrent with 2.3.9 Construction (Roads) on page 96 

Additional Information 
Below are basic job descriptions, qualifications, experience and general duties and responsibilities of the 
Inspector. 

General Construction Inspector’s Role and Responsibilities 

• Inspection of  
o Clearing, grading, excavation and placement of embankments and all other required activities as 

proposed by the County. 
o Drainage pipes, structures and stormwater management facilities, including pipe jacking. 
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o Curbing and paving. 
o Incidental items. 
o Signal, signing, and marking installation 
o Waterline and sanitary sewer relocations required under the contract. 
o Bridges and structures. 

• Review and monitoring of maintenance of traffic 
• Track project quantities and review contractor invoices 
• Review of project schedules and attend the weekly project coordination meetings. 
• Maintain daily field logs 

The Construction Inspector Senior requires frequent contact with engineers and department personnel to discuss 
and resolve field construction issues and to obtain technical guidance in specialty areas of engineering and 
inspections. This position requires frequent external contact with general construction contractor personnel in an 
effort to schedule and coordinate project inspections and resolve problems; including local government and law 
enforcement agencies; to explain work under construction and coordinate traffic control with suppliers and monitor 
receipt of materials; including utility companies to coordinate relocation and installation; and with the public to 
provide information and resolve issues. 

Additional duties will include: 

• Monitor the work of contractors and subcontractors to ensure quality control and contract compliance for 
roadway, structure, and bridge construction projects of moderate to considerable complexity. 

• Maintain a diary of the project and accurate timeline of events. 
• Independently coordinates and directs all phases of construction inspection of projects that are typically 

complicated by extensive traffic control, sensitive political or environmental concerns, or significant project 
coordination with property owners, utility companies, and local and federal government representatives. 

• Verifies lines, grades, dimensions and elevations using survey and field engineering equipment. 
• Coordinates and schedules phases of construction with the prime contractor and department personnel; 

reviews and monitors contractors' plan of operation; and advises contractors of violations and recommends 
adjustments to operations. 

• Request clarification to construction plans; makes field measurements of pay items and conducts daily 
diaries, materials notebooks, as-built plans, pay quantity records, progress schedules, change orders, and 
monthly estimates. 

• Testing Services – Contact on call geo firm to perform testing. 

Geotechnical Inspector’s Role and Responsibilities: 

• Inspect, test and monitor excavations, bedding, drainage facilities, backfilling, soil compaction/ placement 
and undercut. 

• Test and monitor asphalt pavement, reinforcement steel, concrete pouring, formwork and structures. 
• All boring logs, testing location, classification and any results of geotechnical investigation should be 

represented in a report. 
• Verify lines and dimensions to ensure compliance with plans. 
• Perform sampling and testing on construction materials as per project standards. 
• Provide daily diaries, as-built plans, log in testing. 
• Advise the Engineer of violations and recommends adjustment to operations to meet project requirements. 
• Provide consultation, investigations, evaluations and written documentation in the analysis of sub- surface, 

site conditions and other Geotechnical issues as requested by the Construction Manager. 
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The knowledge skills and abilities of the Construction inspector and Engineering staff personnel shall 
include, but not limited to, the following: 

• 3 years of inspection experience including a working knowledge of roadway and structure construction 
methods, materials, standards, construction symbols and terminology. 

• Knowledge experience in mathematics including algebra, geometry, and trigonometry. 
• Ability to read and interpret roadway, structure and specifications. 
• Communicate effectively with County representatives and Contractor personnel. 
• Expected to hold VDOT or equivalent certifications in the following disciplines: 
• Soil and Aggregate Field Compaction 
• Soil Classification and Structure Foundation 
• Asphalt Field 
• Hydraulic Cement Concrete Field 
• Erosion and sediment control inspection certification 
• Engineering support staff is expected to be Virginia Licensed P.E. Having 10 years of experience in the 

practice of Engineering defined as where the principles and methods of Engineering are applied to 
consultation, investigation and evaluation of structures, processes and transportation systems. 

• A materials technician will be required on site at all times when the Contractor is placing embankment, 
backfilling structures or drainage items and during all concrete pours. The County has provided herein in 
this section the requirements to be met for Test and Inspections. 

• It shall be the testing firm’s responsibility to ensure that Testing and Inspections are provided in accordance 
with requirement contained in this section. 

Prior to any Testing and Inspection services, the testing firm shall provide the County with the Technicians resumes 
confirming the qualifications of the assigned Technicians providing these services. 

 

 

Figure 34: 2.3.6 Construction Inspection Process 
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2.3.7 Commissioning 
Applicable to: 

• Buildings 
Process Owner 
Director of Facilities & Fleet Management 

Process Manager 
Project/Construction Manager of Facilities & Fleet Management 

Description 
Commissioning is a systematic process of assuring that a building’s systems perform in accordance with the design 
intent and the owner’s operational needs. This can include systems such as HVAC, security, plumbing, and electrical. 

The County implements commissioning in two phases – installation verification and functional performance testing. 
These two processes verify and document conformance with the design intent, contract documents and optimal 
building performance. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide feedback as it relates to maintaining systems upon completion of the project. 

o Buildings & Grounds (B&G) 
• Actively participate in installation and future maintenance issues. 

o B&G 
• Manage building control system through third party contract. 

o B&G 
• Manage the commissioning contract.  

o Facilities Construction Management (FCM) 
• Facilitate sustainability concepts of the design. 

o FCM 
• Coordinate impact of systems and/or furniture on design. 

o Property Management 
• Inspect projects and provides feedback on code compliance. 

o Building Development 
Timelines: Deadlines, Critical Path Items 

1. Design Development – Must begin in early part of the design process to be totally effective. 
2. Construction – Ongoing inspections are conducted during construction. 
3. Substantial Completion – Before occupancy, the commissioning agent must evaluate the systems to 

ensure they are in conformance with the contract documents and that all systems are functional. 
4. Final Completion – Prior to issuing the certificate of final completion, a full and comprehensive report must 

be delivered to the owner. 

Materials 
• Commissioning Report 
• Intermediate Reports 

Forms 
Not applicable 
Reference to Other Processes 

• Precedes 2.2.11 Task Order on page 44 
• Occurs throughout: 
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o 2.2.12 Design Development on page 47 
o 2.2.17 Construction Documents on page 59 
o 2.3.8 Construction (Buildings & Parks) on page 93 

• Concurrent with 2.3.10 Punch List Walkthrough (Buildings & Parks) on page 98 
• Follows 2.4.1 Final Occupancy on page 114 

 

 

Figure 35: 2.3.7 Commissioning Process 

  



2.3 Construction 
 

 

Rev: 10/2024 
 

93 

2.3.8 Construction (Buildings & Parks) 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
The construction of a building occurs in basic phases. These include clearing and grading, site work, foundations, 
structure and infra- structure build out, interior finish work and final cleaning of the completed building. The 
architect’s role during this period is to interpret the intent of the construction documents, provide additional 
information as needed, observe progress in the field, issue change orders and complete all inspections to ensure 
the performance of the contractor in completing the physical work as depicted in the construction documents. 

Contacts & Roles: Organization, Entity, or Individual 
• Manage the project and process 

o FCM 
• Maintain budget 

o FCM 
• Perform work 

o Contractor 
• Perform building inspections 

o Building Development 
o Fire Marshall’s Office 

• Perform site inspections 
o Environmental Management 

• Support staff and contractual issues 
o Procurement 

Timelines: Deadlines, Critical Path Items 
1. Varies project to project. 

Materials 
• Supplemental instruction (Provided by A/E architect) 

Forms 
• Change Order (AIA Document G701) 
• Construction Change Directive (AIA Document G714) 
• Application and Certificate for Payment (AIA Document G702) 
• Proposal Request (AIA Document G709) 
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Reference to Other Processes 
• Occurs throughout: 

o 2.3.2 Change Order on page 73 
o 2.3.3 Application for Payment on page 76 
o 2.3.7 Commissioning on page 91 

• Precedes: 
o 2.3.10 Punch List Walkthrough (Buildings & Parks) on page 98 
o 2.4.1 Final Occupancy on page 114 
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Figure 36: 2.3.8 Construction (Buildings & Parks) Process   
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2.3.9 Construction (Roads) 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Manager of Transportation 

Description 
After plan approval by VDOT and completion of a bid package, construction is advertised, and the lowest responsive 
and responsible bidder is awarded the construction contract. 

Sometimes during the course of road construction, safety personnel are required for traffic control/routing due to 
Lane/Road Closure. 

Contacts & Roles: Organization, Entity, or Individual 
• Construct project 

o Contractor 
• Conduct periodic inspections. 

o VDOT 
• Make special request that may be accommodated with the project. 

o Citizens 
• Review and approve changes to the construction plans. 

o VDOT 
• Project management and inspection 

o Transportation 
• Assist in project management 

o Consultants 
• Work Zone Safety Assistance 

o Safety/Police Department 
Timelines: Deadlines, Critical Path Items 

1. Pre-construction meeting – Notice to Proceed (NTP) given and contract executed. 
2. Construction deadlines – Deadlines need to be met as prescribed in the contract. 

Materials 
• Transmittals 

Forms 
• Work Zone Safety Assistance 

Reference to Other Processes 
• Follows 

o 2.6.1 Land Acquisition Overview on page 148 
o 2.5.7 Relocation of Utilities on page 146 

• Occurs throughout: 
o 2.2.17 Construction Documents on 59 
o 2.3.3 Application for Payment on page 76 
o 2.3.6 Construction Inspection (Roads) on page 88 
o 2.2.11 Task Order on page 44 
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o 2.3.17  Active Construction Projects Lane Shift or Lane Closure Public Notification Process on page 
112 

• Precedes: 
o 2.3.11 Punch List Walkthrough (Roads) on page 101 
o 2.4.5 Special Event/Ribbon Cutting on page 123 

 

Figure 37: 2.3.9 Construction (Roads) Process   



2.3 Construction 
 

 

Rev: 10/2024 
 

98 

2.3.10 Punch List Walkthrough (Buildings & Parks) 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
Project/FCM Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Description  
The contractor initially proposes to the owner and architect that all construction is “substantially complete,” 
meaning that all inspections are completed, a punch list of outstanding work is produced. 

A/E will walk the site with the GC and owners representatives and review all items still remaining. Any item noted 
that is not complete, substandard or not in place per the terms of the contract is included on the list. Once 
completed, the list is signed off on by the GC, A/E, and owner, and incorporated into the Certificate of Substantial 
Completion. 

See Additional Information on the next page for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Reviews the building for operational issues and maintenance, long- term care. 

o B&G 
o Maintenance and Operations 

• Conducts the punch list walkthrough and completes identified work. 
o Contractor 

• Generates the punch list and arbitrates disputes during the walkthrough. 
o A/E Consultant 

• Reviews site for proper drainage and environmental compliance. 
o Environmental Management 

Timelines: Deadlines, Critical Path Items 
1. Conduct walkthrough 
2. Issue formal punch list 
3. Completed work – Within the contract-specified timeframe and prior to move-in. 

Materials 
Not applicable 
Forms 

• Certificate of Substantial Completion 
• Punch list 
• Adjacent Property Owners Affidavit 
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Reference to Other Processes 
• Follows: 

o 2.3.8 Construction (Buildings & Parks) on page 93 
• Concurrent with: 

o 2.3.7 Commissioning on page 91 
o 2.3.14 Procure & Install DoIT Data & Telecom Wiring on page 106 

• Precedes:  
o 2.3.13 Procure & Install Furniture & Equipment on page 105 
o 2.4.1 Final Occupancy on page 114 

Additional Information  
The Owner’s representation during this walkthrough is critical since it is the official documentation of outstanding 
items. The Owner’s team includes the Facilities Construction Management Project Manager, a representative from 
B&G (usually the building engineer assigned to the building) and a representative from Property Management. 

The time to complete the punch list items is determined by contract and is generally 60 to 90 days from the date of 
the walkthrough. Once all of that work is completed, any items noted are considered a warranty item or latent 
defect. 



2.3 Construction 
 

 

Rev: 10/2024 
 

100 

 

Figure 38: 2.3.10 Punch List Walkthrough (Buildings & Parks) Process 



2.3 Construction 
 

 

Rev: 10/2024 
 

101 

2.3.11 Punch List Walkthrough (Roads) 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Manager of Transportation 

Description 
Punch list issues are items that are not constructed on the project properly, and they must be addressed by the 
contractor prior to being accepted by VDOT. 

Near the completion of construction, the Project Manager, construction inspector, and the contractor walk the 
project and prepare a list of all items that need to be addressed by the contractor. The contractor addresses all the 
items. 

The Project Manager, construction inspector, and the contractor walk the project with a VDOT representative and 
prepare a list of all items that still need to be fixed or addressed. The contractor addresses the items. 

VDOT walks the project again and certifies that all issues are resolved. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide project management 

o Transportation 
• Inspects project 

o Transportation 
o VDOT 

• Certifies the completion of punch list items 
o VDOT 

• Complete the punch list items 
Timelines: Deadlines, Critical Path Items 

1. Construction complete – Construction must be substantially complete prior to punch list walkthrough. 
2. VDOT first walkthrough – Create punch list. 
3. All punch list items addressed – Contractor and Project Manager address punch list items. 
4. VDOT final walkthrough – Ensures that punch list items have been addressed. 
5. Project Manager – Issue C-5 

Materials 
Not applicable 
Forms 

• C-5 
Reference to Other Processes 

• Follows: 
o 2.3.6 Construction Inspection (Roads) on page 88 
o 2.3.9 Construction (Roads) on page 96 

• Precedes:  
o 2.4.4 VDOT Acceptance on page 121 
o 2.3.5 Withholding and Releasing Retainage on page 84  



2.3 Construction 
 

 

Rev: 10/2024 
 

102 

 

 

Figure 39: 2.3.11 Punch List Walkthrough (Roads) Process   
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2.3.12 Construction Information on Social Media 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Director of Communications in the Office of Executive Management 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
The County’s Communications Department utilizes social media to notify citizens of important information 
regarding County construction projects. Note that while Parks & Recreation uses its own social media channels to 
share information on its  projects, other official County social media channels may also share this information to 
expand community outreach. 

Department of Communication requires that items be submitted at least 10 business days in advance of posting. 

Contacts & Roles: Organization, Entity, or Individual 
• Draft message to be posted. 

o Project Manager 
• Approve message and post on social media. 

o Communications Department 
Timelines: Deadlines, Critical Path Items 

1. Timeliness of Message Posting – Post the message at least one week prior to an event and then throughout 
the duration of the construction. 

Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 

• Occurs throughout: 
o 2.3.8 Construction (Buildings & Parks) on page 93 
o 2.3.9 Construction (Roads) on page 96 

 



2.3 Construction 
 

 

Rev: 10/2024 
 

104 

 

Figure 40: 2.3.12 Construction Information on Social Media Process 
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2.3.13 Procure & Install Furniture & Equipment 
Applicable to: 

• Buildings 

Process Owner 
Property Management Division Chief of Facilities & Fleet Management. 

Process Manager 
Project Manager and Property Manager of Facilities & Fleet Management. 

Description 
Property Management Project Manager attends bi-weekly construction meetings to stay informed regarding project 
timelines. Project Manager works with project design team to formulate timeline, selection, and ordering of user 
agency required furniture. 

Contacts & Roles: Organization, Entity, or Individual 
• Prepare documents and implement tasks to accomplish project goals. 

o Property Management Project Managers 
• Coordinate with Property Management and User agency. 

o FCM Project Manager 
Timelines: Deadlines, Critical Path Items 

1. Completion of building construction – Prior to moving in furniture. 
Materials 
Not applicable 
Forms 

• Project Estimate Worksheet 
Reference to Other Processes 

• Follows: 
o 2.2.10 Interior Design on page 43 
o 2.3.8 Construction (Buildings & Parks) on page 93 
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2.3.14 Procure & Install DoIT Data & Telecom Wiring 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Project Manager of DoIT 

Process Manager 
Project Managers of: 

• DoIT 
• Facilities & Fleet Management 

Description 
Project Manager submits a work request to pull data and telecom wiring. 

Contact needs to be maintained with FCM to begin installation of data and telecom. 

Contacts & Roles: Organization, Entity, or Individual 
• Prepare documents and implement tasks to accomplish project goals. 

o DoIT 
o Managing Department Project Manager 

Timelines: Deadlines, Critical Path Items 
1. Completion of building construction – Prior to installation of data and telecom. 

Materials 
Not applicable 
Forms 

• Project Estimate Worksheet 
Reference to Other Processes 

• Follows: 
o 2.2.10 Interior Design on page 43 
o 2.3.8 Construction (Buildings & Parks) on page 93 
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2.3.15 Internal Forces Road Construction 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Managers of: 

• Facilities & Fleet Management 
• Transportation 

Description 
After the plan has been approved by the County and VDOT and the engineer’s estimate is less than two million 
dollars, the Director of Transportation will review the scope of work, complexity of the project, and anticipated 
completion date to determine if work can be completed by the Department of Facilities & Fleet Management 
Construction Services. 

Contacts & Roles: Organization, Entity, or Individual 
• Project management and inspection. 

o Transportation 
• Provide a cost estimate and schedule. 

o Facilities & Fleet Management 
• Conduct periodic inspections.  

o VDOT 
• Review and approve changes to the construction plans. 

o VDOT 
Timelines: Deadlines, Critical Path Items 

1. Project Manager prepares an estimate. 
2. Facilities & Fleet Management provide their estimate of the work. 
3. Director approves work (when required). 
4. Pre-construction metering: Notice to proceed (NTP) given and agreement signed. 
5. Construction deadlines: Deadlines need to be met as prescribed in agreement. 

Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 

• Follows: 
o 2.3.1 Invitation for Bid (IFB) on page 69 
o 2.6.1 Land Acquisition Overview on page 148 
o 2.5.7 Relocation of Utilities on page 146 

• Occurs throughout: 
o 2.3.3 Application for Payment on page 76 
o 2.3.6 Construction Inspection (Roads) on page 88 
o 2.2.11 Task Order on page 44 
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• Precedes: 
o 2.3.11 Punch List Walkthrough (Roads) on page 101 
o 2.4.5 Special Event/Ribbon Cutting on page 123 

 

Figure 41: 2.3.15 Internal Forces Road Construction Process   
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2.3.16  Design-Build Two Phase Selection Request for Qualifications (RFQ) and 
Request for Proposal (RFP) 

Applicable to: 

• Roads 

Process Owner 
Director of Finance 

Process Manager 
Procurement 

Description 
The two-phase selection process consists of an RFQ and RFP. The Statement of Qualifications (SOQ) is used to 
create a Short-List of the three (3) highest ranked Offerors. Only the Offerors on the Short-List will be invited to 
submit a Proposal in response to the RFP. The two- phase selection process is used for complex or relatively large 
projects so the number of Offerors submitting a Proposal can be narrowed down to those most highly qualified 
Offerors. It is initiated by the using department and processed by the Director of Finance in accordance with 
established rules and regulations. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide latest special provisions for road projects. 

o VDOT 
• Provide information for RFQ and RFP. 

o Transportation 
o Facilities & Fleet Management 
o  

• Completes Solicitation Information Form and provides necessary supporting document for the contract. 
o Project Manager 

• Review Solicitation Information Form and issue RFQ and RFP. 
o Procurement 

• Approve the contract award. 
o BOCS 

• Reviews and approves RFQ and RFP documents for contract when federal or state funding involved. 
o State Administrator 

Timelines: Deadlines, Critical Path Items 
1. RFQ and RFP 

Materials 
Not applicable 
Forms 

• Solicitation Information Form for Construction Projects 
• Solicitation Information Form for RFP Professional Engineering 

Reference to Other Processes 
Not applicable 
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Figure 42: 2.3.16 Design-Build Two Phase Selection RFQ Process  



2.3 Construction 
 

 

Rev: 10/2024 
 

111 

 

 

Figure 43: 2.3.16 Design-Build Two Phase Selection RFP Process   
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2.3.17  Active Construction Projects Lane Shift or Lane Closure Public Notification 
Process 

Applicable to: 

• Buildings 
• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Managers of: 

• Facilities & Fleet Management 
• Transportation 

Description 
This process is to get approval for lane shifts, lane closures or detours from Virginia Department of Transportation 
(VDOT) due to road and/or sidewalk construction. It is also to inform the public, County Supervisors’ office and 
Management of closures. 

If work zone safety assistance is required (traffic control), the form must be completed. If personnel are requested 
and canceled, there is an automatic 2-hour charge. 

Contacts & Roles: Organization, Entity, or Individual 
• Request lane closure approval from VDOT. 

o Contractor 
• Provide approved lane closures/detours. 

o VDOT 
• Provide copy of approved lane closures/detours and notify all interested parties. 

o Construction Manager 
Timelines: Deadlines, Critical Path Items 

1. The contractor shall be guided by the approved plan’s authorized lane closure hours and contract special 
previsions. 

2. Transportation Construction Managers must stress full compliance with VDOT’s Virginia Work Area 
Protection Manual and Manual on Uniform Traffic Control Devices and all applicable lane closure 
implementation instructions at the pre-construction meetings and on progress meetings ahead of lane 
closure/shift events. 

3. The contractor shall request lane closure approval from VDOT’s Lane Closure Advisory Management System 
(LCAMS). 

4. The County Construction Manager shall provide a copy of the approved detours two weeks prior to the 
detour date to the VDOT permit manager and to the County Transportation Management Analyst I to add to 
VDOT and County websites. 

5. Contractor shall place variable message boards to inform the traveling public one week prior to detour date. 
6. VDOT permit manger will add the detour plans to their website. 
7. The County construction manager shall notify the County Supervisor’s office with lane closures and detours. 

Construction managers must notify PWC communications two weeks ahead of lane closure/shift events. 
Update PWC communication and media notifications as needed. Issue a press release at least a one week in 



2.3 Construction 
 

 

Rev: 10/2024 
 

113 

advance and post on the PWC and Transportation websites. Post advance notices in place per VDOT 
policies. 

8. The contractor shall call VDOT LCAMS when the first lane closure cone/barrel has been placed. The 
contractor shall call VDOT LCAMS when the last cone/barrel has been removed and the road is reopened 
back to traveling public. 

Materials 
Not applicable 
Forms 

• Work Zone Safety Assistance 
Reference to Other Processes 

• Occurs throughout 2.3.9 Construction (Roads) on page 96 
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2.4 Close-Out 
2.4.1 Final Occupancy 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
County Architect 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
The contractor initially decides that the construction work is complete, including all punch list items, and is ready for 
a final inspection by the owner and architect. The final application for payment, along with supporting data, must 
accompany the contractor’s request for final inspection. The supporting data includes an Affidavit of Payment of 
Debts and Claims (AIA form G706), Affidavit of Release of Liens (AIA form G706A), Consent of Surety (AIA form G707) 
and a statement of insurance turnover. Also required are all as-built drawings for the project. 

When the architect determines that the work is acceptable and in conformance with the contract documents, the 
architect will promptly issue a Certificate of Final Completion. Upon issuance of this document, final payment may 
be made. 

Contacts & Roles: Organization, Entity, or Individual 
• Submit request for final inspection. 

o General Contractor 
Timelines: Deadlines, Critical Path Items 

1. Contractor makes request for final inspection and application for payment – Work must be complete before 
Certificate of Final Completion can be issued. 

2. Certificate of Final Completion – Architect issues Certificate of Final Completion if determined that work is 
acceptable. 

Materials 
• Statement of Insurance Turnover 

Forms 
• Contractor’s Affidavit of Payment of Debts and Claims (AIA Document G706) 
• Contractor’s Affidavit of Release of Liens (AIA Document G706A) 
• Consent of Surety Company to Final Payment (AIA Document G707) 
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Reference to Other Processes 
• Follows: 

o 2.3.8 Construction (Buildings & Parks) on page 93 
o 2.3.10 Punch List Walkthrough (Buildings & Parks) on page 98 

• Precedes 2.4.2 Acquire Insurance on page 116 
 

 

Figure 44: 2.4.1 Final Occupancy Process 
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2.4.2 Acquire Insurance 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Director of Finance 

Process Manager 
Risk Management Division Chief 

• Finance 
• Facilities & Fleet Management  

Description 
During construction, the contractor will have insurance on the facility. However, once the facility has reached 
substantial completion and the County can occupy the building, the County must add the facility to its insurance 
policy. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide building data to Risk Management. 

o Managing Department 
• Acquire insurance. 

o Risk Management 
• Adds new facility to County’s policy. 

o Insurer 
Timelines: Deadlines, Critical Path Items 

1. Acquire insurance prior to occupancy 
Materials 

• Letter from GC to County stating change over in insurance 
Forms 
Not applicable 
Reference to Other Processes 

• Concurrent with 2.4.1 Final Occupancy on page 114 
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Figure 45: 2.4.2 Acquire Insurance Process 
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2.4.3 Warranty Period 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
Buildings & Grounds Division Chief 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
The warranty period begins upon satisfactory completion of construction, demonstration of meeting specifications, 
and acceptance by the County. Documents supporting maintenance and operations are provided.  

The Building Engineer assigned to the site holds the documentation supporting the warranty. 

See Additional Information for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Transition of responsibilities from contractor to County. 

o General Contractor 
o Subcontractors) 
o Architect 

• Receives the warranty, operates in its parameters for the specified time, and facilitates the transition of 
responsibilities from contractor to County. Occasionally performed via a third-party contract. 

o B&G 
• Receivers of the support efforts and maximize contractual agreements. 

o Building occupants 
• Maximize contractual agreements.  

o FFM 
o Procurement 

• Notify General Contractor of areas of non- compliance. 
o FFM 

Timelines: Deadlines, Critical Path Items 
1. Construction complete. 
2. Maintenance & Operations Documents 

Materials 
• Binder of all warranties from contractor 

Forms 
Not applicable 
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Reference to Other Processes 
• Follows: 

o 2.3.8 Construction (Buildings & Parks) on page 93 
o 2.3.10 Punch List Walkthrough (Buildings & Parks) on page 98 

• Precedes 2.4.2 Acquire Insurance on page 116 
Additional Information 
The general contractor warrants to the owner and architect that all materials and equipment will be of good quality 
and new (unless otherwise stated) and that the work will be free from defects and will conform to the requirements 
stated in the contract documents. 

At the time of substantial completion, the GC will provide to the owner a complete list of all written warranties and 
related documents. These are listed in the specification portion of the contract documents. The warranty period 
begins on the date of issuance of the Certificate of Substantial Completion, unless otherwise noted. 

The warranty period for contractor performed work is 12 months, unless modified by contract. If, during the 
warranty period, any work is found to be not in accordance with the contract documents, the contractor is 
responsible to correct it promptly when notified by the owner. Some products will have longer manufacturer 
warranty periods, as indicated within the contract documents. These warranties will be delivered to Buildings & 
Grounds for their use in the future. (Ex. roof materials, HVAC equipment, etc.) 
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Figure 46: 2.4.3 Warranty Period Process   
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2.4.4 VDOT Acceptance 
Applicable to: 

• Roads 

Process Owner 
Manassas Resident Engineer 

Process Manager 
Project Manager of Transportation 

Description 
Roads constructed by the County are turned over to VDOT for operation and maintenance through the street 
acceptance process. The County contractor is responsible for maintenance until the road is accepted by VDOT. 

Contacts & Roles: Organization, Entity, or Individual 
• Request VDOT to accept the road into the state secondary system. 

o BOCS 
• Correct deficiencies. 

o Contractors 
• Prepare final street acceptance documents and assume maintenance responsibilities for the road. 

o VDOT 
• Schedule documentation review with VDOT  

o Transportation Project Manager 
• Prepare the BOCS resolution and staff report. 

o Transportation Project Manager 
• Review plats and plans. 

o Design Manager 
Timelines: Deadlines, Critical Path Items 

1. All plats recorded – Clerk of the Court records the plats. 
2. All legal documents recorded – County Attorney records legal documents. 
3. As-Built Plans – Provided by the contractor. 
4. Agreement for structures – County and state agree on maintenance of any structures. 

Materials 
• Bond Acceptance Documents 
• Transmittals 

Forms 
• VDOT Street Acceptance Checklist 

Reference to Other Processes 
• Follows: 

o 2.3.9 Construction (Roads) on page 96 
o 2.3.11 Punch List Walkthrough (Roads) on page 101 

• Precedes 2.8.1 Board Agenda on page 191 
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Figure 47: 2.4.4 VDOT Acceptance Process   
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2.4.5 Special Event/Ribbon Cutting 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Director of Office of Executive Management 

Process Manager 
Public Information Specialist of: 

• Office of Executive Management 
• Communications 
• Facilities & Fleet Management 
• Property Management 
• Parks & Recreation 

Description 
Upon completion of a capital project, a special event may be held to mark the conclusion of the project. These are 
usually conducted at the request or decision of the BOCS. Special events are organized and run by the Office of 
Communications or the Managing Department. Department staff must provide necessary information to the Office 
of Communications for special events. 

Contacts & Roles: Organization, Entity, or Individual 
• Request, attend, or participate in special event. 

o BOCS 
• Prepare event checklist and coordinate with Communications staff. 

o FFM Project Manager 
• Confirm event date with BOCS, County Executive Office, and participants. 

o Communications staff 
• Provide traffic safety. 

o Police  
• Invited to attend special event. 

o Contractors 
o Subcontractors 
o Other special guests 

Timelines: Deadlines, Critical Path Items 
1. Project Completion – Project must be substantially complete and occupied. 

Materials 
Not applicable 
Forms 

• Special Events Checklist 
Reference to Other Processes 

• Follows: 
o 2.3.8 Construction (Buildings & Parks) on page 93  
o 2.3.9 Construction (Roads) on page 96 
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Figure 48: 2.4.5 Special Event/Ribbon Cutting Process   
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2.4.6 Release of Liens 
Applicable to: 

• Buildings 

Process Owner 
Directors of: 

• Finance 
• Facilities & Fleet Management 

Process Manager 
Project Manager of Facilities & Fleet Management 

Description 
A lien on a project is defined as any financial encumbrance, claim, or financial security interest placed on a material 
supplier or subcontractor for materials and/or work performed, but not yet paid for by the General Contractor. Per 
the County Code/Code of Virginia, liens are not permissible on county jobs since payments are only allowed for 
work actually performed. The Code also stipulates that all portions of funds paid to a GC and owed to a supplier or 
subcontractor is to be paid to the appropriate party within 7 days of receipt of funds. 

A release of liens is a document that states all payments, barring any other arrangements between the 
GC/Supplier/Sub-contractor, have been made and there are no outstanding financial obligations. Even though not 
required by Code, releases are requested for major categories of work or high dollar items to ensure that 
subcontractors and suppliers are being paid in accordance with the contract. The timing can be either during the 
project as part of the pay request or at the completion of the project. This will be outlined in the contract 
documents between the GC and the County and can vary from project to project. 

Contacts & Roles: Organization, Entity, or Individual 
• Manage the process. 

o Project Managers 
• Request forms for review in situations where there may be a dispute. 

o Procurement analyst 
• Supplies the release of liens. 

o Contractor 
Timelines: Deadlines, Critical Path Items 

1. Release of Liens – Must be received before a final payment can be made. 
Materials 
Not applicable 
Forms 

• Contractor’s Affidavit of Release of Liens (AIA Document G706A) 
Reference to Other Processes 

• Precedes 2.4.1 Final Occupancy on page 114 
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2.4.7 Accounting Project Close-Out 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Finance 
• Management & Budget 

Process Manager 
Accounting Division Chief 

• Finance 
• Management & Budget 

Description 
Once a project is completed and all revenue and expenditures have been recorded in Mobius, the Project (if 
applicable) needs to be closed so no further transactions can be posted to the project. 

Using departments should move any available funds as necessary to close the project. Example: Any Transportation 
Roadway Improvement Program funding should be moved off the project to the corresponding Magisterial District 
holding account. 

Contacts & Roles: Organization, Entity, or Individual 
• Coordinate with Finance to close Project.  

o User Department 
• Complete the Closure Checklist. 

o User Department 
• Complete final review and close project in accounting system. 

o Finance 
• Reviews closure of Project and moves any & all funds in OTBI as requested 

o Budget 
Timelines: Deadlines, Critical Path Items 

1. Completion of the Mobius Closure Checklist – Project Manager ensures that all project revenues and 
expenditures are finalized. 

Materials 
Not applicable 

Forms 
• Project Closure Checklist 

Reference to Other Processes 
• Occurs throughout: 

o 2.3.4 Draw Downs for Bond or Lease-Funded Projects on page 79 
o 2.3.5 Withholding and Releasing Retainage on page 84 
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Figure 49: 2.4.8 Accounting Project Close-Out Process   
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2.4.8 VDOT Audit 
Applicable to: 

• Roads 

Process Owner 
Director of Federal Highway Administration 

Process Manager 
VDOT 

Description 
This process may be necessary when administering state- or federally- funded projects, in which case a random 
audit of basic construction and project records may be conducted to verify compliance with federal and state laws 
and regulations and any requirements within the project agreement. Project records must be maintained for a 
period of not less than three years following Federal Highway Administration (FHWA) acceptance of the final 
voucher, and the locality shall make such records available to VDOT upon request. 

See Additional Information on the next page for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Request, conduct, and approve audit. 

o VDOT 
• Provide necessary documentation. 

o Transportation 
Timelines: Deadlines, Critical Path Items 

1. Project completion – Follows VDOT acceptance. 
Materials 

• Project Acceptance Letter 
• Source of Materials C-25 
• Certification Statement TL-131 
• Materials Notebook TL-142 
• Electronic Plans - As Built Plans 

Forms 
• Road Notification Inventory Form M4.01 Official Start & End Dates C-5 

Reference to Other Processes 
• Follows 2.4.4 VDOT Acceptance on page 121 
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Additional Information 
Additional information can be found in the Guide for Local Administration of Virginia Department of Transportation 
Projects and the Office of Management and Budget’s Circular No. A-133. 

• http://www.virginiadot.org/business/locally_administered_projects_manual.asp  
• http://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2012  

The following forms/resources and processes are to be followed only for Federal/State Projects: 

Contract Documents 

• LPA to send VDOT a copy of LPA’s written project acceptance letter. 
• LPA to prepare and submit C-5 to VDOT. (To include start and end dates). 
• LPA to prepare and submit M4.01 (Road Notification Inventory Form) to VDOT. 
• LPA to prepare and submit final (As Built Plans) Electronic Plans to VDOT in PDF format. LPA to submit final 

C- 25 source of material’s form to VDOT. 
• LPA to submit final Materials Notebook (TL-142) to VDOT. 
• LPA to submit Materials Certification Statement (TL-131) to VDOT. 

Final Invoicing 

• LPA to establish final contract value and provide a document to VDOT indicating that all parties are in 
agreement with the final contract value. 

• LPA to prepare final invoice and have it reviewed by an independent reviewer not affiliated with the project. 
• LPA to submit final invoice to VDOT as well as documentation of invoice verification 

http://www.virginiadot.org/business/locally_administered_projects_manual.asp
http://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2012
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2.4.9 Transition of Operating Budget 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
B&G or PM Division Chief 

• Parks & Recreation 
• Facilities & Fleet Management 

Description 
This process covers the shift of operational responsibility for the structure from the contractor to the County. This 
shift includes County staffing, utility responsibilities, and all services. 

NOTE: Operational costs, identified in the CIP, must be approved through the annual budget process prior to 
completion of the facility. 

Contacts & Roles: Organization, Entity, or Individual 
• Coordination of funding shift during budget cycle approximating completion. 

o B&G 
o Maintenance and Operations 

• Manage the utility costs. 
o PM 

Timelines: Deadlines, Critical Path Items 
1. CIP Established – Operating and one-time costs are calculated on the best available information at the time 

of submission of the CIP project. 
2. Cost Reviews – Conducted annually during the CIP budget process to update operating and one-time costs. 
3. Establishment of General Fund Budget – Time is critical to have funding in place and for obtaining staff, 

supplies, and one-time items in advance of construction completion. Staffing/hiring is complex and is 
usually started 12 months in advance of anticipated construction completion to support building inspection, 
training, project management, and occupancy. 

Materials 
• CIP Forms 

Forms 
• Budget (General Fund) 

Reference to Other Processes 
• Precedes 2.8.2 Life Cycle Management on page 194 
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Figure 50: 2.4.10 Transition of Operating Budget Process 
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2.5 Utility Relocation 
2.5.1 Identify Existing Utilities and Conflicts 
Applicable to: 

• Buildings 
• Roads 

Process Owner 
Directors of: 

• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Facilities & Fleet Management 
• Transportation 

Description 
During design, all utilities and conflicts within the project limits are identified by the consulting engineer. Utilities are 
identified through coordination with utility companies, reviewing old plans, and field location by a utility locating 
contractor. 

See Additional Information for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Identify utilities 

o Utility Companies 
o Service Authority (PWCSA) 

• Mark utilities 
o Utility Companies 

• Coordinate with utility companies and Service Authority team 
o FFM 
o Transportation 

• Schedule and conduct UFI meeting 
o FFM 
o Transportation 

• Complete UT-9’s 
o A/E Consultant 

Timelines: Deadlines, Critical Path Items 
1. Determine potential conflicts. 
2. Coordinate with utility companies. 
3. Order test holes – Determine exact location of the utilities. 

Materials 
• UFI 
• Transmittals 
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Forms 
• UT-9 

Reference to Other Processes 
• Precedes 2.2.13 Design Development (Roads) on page 49 

Additional Information 
1. UFI meeting is held, and utility companies are provided with project plans by the consultant engineer. 
2. After review of plans, utility companies submit easement requests. Based on their request, A/E consultant 

prepares plats. Once all easements are finalized, utility companies submit a completed plan and estimate. 
3. The A/E Consultants reviews and approves the plan and estimate and completes the P&E checklist (UT- 9). 

Based on the approved plan and estimate, purchase orders are set up for each utility company. 
4. Right-of-way team works on acquiring easements. Once easements are acquired, a letter is sent to utility 

company authorizing them to initiate relocation. If the utility company is abandoning any easement, then a 
“quit claim” must be processed. 

5. If both contractor and utility company are expected to be on the project at the same time, a special 
provision must be added to the bid documents that denotes coordination between the contractor and utility 
company. 

6. Determining Potential Conflicts—Possible conflicts are identified on the plans and verified by performing 
utility test holes. Usually pipe and culvert crossing are potential conflict areas. 

7. During CIP projects, existing utilities are located during the programming phase to identify any possible 
conflicts with the new building. 
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Figure 51: 2.5.1 Identify Existing Utilities and Conflicts Process 
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2.5.2 Negotiate Fee Arrangement 
Applicable to: 

• Buildings 
• Roads 

Process Owner 
Directors of: 

• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of 

• Facilities & Fleet Management 
• Transportation 

Description 
Utility companies will check the UT-9 from the A/E Consultant to determine priority rights. Depending on the 
findings this form will show the percent obligation of the utility company and Transportation. 

Contacts & Roles: Organization, Entity, or Individual 
• Review UT-9.  

o Utility companies 
• Provide a cost and time estimate for relocation. 

o Utility companies 
• Consult with A/E Consultant to review and approve estimates. 

o Transportation Project Manager 
• Prepares Appendix 21. 

o A/E Consultant 
Timelines: Deadlines, Critical Path Items 

1. 60% Plans – Project Manager schedules UFI. 
2. A/E Consultant prepares Appendix 21 
3. Utility company reviews Appendix 21 
4. Determination of responsibilities between County and utility company. 

Materials 
Not applicable 
Forms 

• Appendix 21 
Reference to Other Processes 

• Precedes 2.5.1 Identify Existing Utilities and Conflicts on page 132 
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Figure 52: 2.5.2 Negotiate Fee Arrangement Process 
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2.5.3 Acquire Easements 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of 

• Facilities & Fleet Management 
• Transportation 

Description 
The County must acquire all necessary easements, temporary or permanent, for utility relocations. 

Contacts & Roles: Organization, Entity, or Individual 
• Submit easement requests. 

o Utility companies 
• Receive and approve the easement requests submitted by the utility company. 

o Project Manager 
• Provide plans, which determine the easement requirements 

o A/E Consultant 
• Submit temporary and permanent construction easements. 

o A/E Consultant 
• Provide title report. 

o Title search company 
• Provide appraisals. 

o Appraisal company 
• Review and negotiate compensation for easements with County Right-of-Way agent. 

o Property owner 
• Negotiate compensation for easements with property owners 

o Right-of-Way agent 
• Prepare BOCS report. 

o Right-of-Way agent 
• Authorize Public Hearings and condemnations of land for easements; grant easements and transfer to 

utility companies 
o BOCS 

• Prepares COT (Certificate of Taking) and records deeds. 
o County Attorney 

• Hold easement compensation until agreement is reached with property owner. 
o Circuit Court 
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Timelines: Deadlines, Critical Path Items 
1. 70% plans – Given to utility companies to determine conflicts and relocations. 
2. Order plats – From A/E consultant. 
3. Negotiations – Right-of-Way agent begins negotiations with property owner. The County must make a bona 

fide offer before proceeding with COT. 
4. Settlements – If the County and the owner can successfully negotiate compensation, the County proceeds to 

settlement. 
5. COT – If settlement cannot be reached, the County proceeds with COT, which necessitates BOCS action. 

Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 

• Concurrent with: 
o 2.2.13 Design Development (Roads) on page 49  
o 2.2.16 Plat Preparation on page 56 
o 2.6.4 Secure Appraisal on page 155 
o 2.6.5 Make the Offer on page 158 
o 2.6.6 Negotiate on page 162 
o 2.6.7 Settlement on page 164 
o 2.6.8 Condemnation (Quick-Take) on page 167 

• Precedes 2.6.9 Court Proceedings on page 169 
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Figure 53: 2.5.3 Acquire Easements Process   
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2.5.4 Upgrades (Betterments) 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Manager of Transportation 

Description 
Upgrade of the utilities occurs when an existing line is under capacity and there is a road project that will relocate 
utilities. Service Authority decides that they will pay for upgrade. 

Contacts & Roles: Organization, Entity, or Individual 
• Approve betterment agreement. 

o BOCS 
• Provide information to A/E consultant. 

o Transportation Project Manager 
• Request betterments and approve plans. 

o Utility Company and/or Developer 
• Incorporate betterments in plans.  

o A/E Consultant 
Timelines: Deadlines, Critical Path Items 

1. Appendix 21 – Documents water or sewer conflicts. 
2. Utility Company and/or Developer checks and recommends upgrades – Utility Company and/or Developer 

must approve upgrades prior to incorporation in the design plans. 
3. A/E consultant changes plans – Upgrades must be incorporated into the design plans prior to construction. 

Materials 
Not applicable 
Forms 

• Appendix 21 
Reference to Other Processes 

• Precedes: 
o 2.2.13 Design Development (Roads) on page 49  
o 2.3.9 Construction (Roads) on page 96 

• Concurrent with: 
o 2.5.7 Relocation of Utilities on page 146 
o 2.8.1 Board Agenda on page 191  
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Figure 54: 2.5.4 Upgrades (Betterments) Process   
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2.5.5 Request/Authorize Work 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Managers of Transportation 

Description 
Transportation needs to send a letter to the utility companies to request work to start with relocations. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide utility relocation plans and estimates. 

o Utility companies 
• Request Notice to Proceed (NTP). 

o Utility companies 
• Provide UT-9 for to utility company 

o Project Manager 
• Review and negotiate cost estimate 

o Project Manager 
• Checks on task order status, and if approved, sends NTP. 

o Project Manager 
Timelines: Deadlines, Critical Path Items 

1. Task order – Task order must be approved before NTP can be sent. 
2. Notice to Proceed (NTP) – Project Manager sends NTP. 

Materials 
Not applicable. 
Forms 

• VDOT Utility Manual (Appendix No. 4 UT-9 Utility Field Inspection) 
• VDOT Utility Manual (Appendix No. 5 UT-9A Underground Utility Data Sheet) 
• VDOT Utility Manual (Appendix No. 21 Plan and Estimate Check List) 

Reference to Other Processes 
• Follows  2.2.11 Task Order on page 44 
• Precedes 2.5.2 Negotiate Fee Arrangement on page 135 
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Figure 55: 2.5.5 Request/Authorize Work Process   
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2.5.6 Dispose of Old Material  
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Facilities & Fleet Management 
• Transportation 

Description 
All utility companies are responsible for removal and disposal of all material as a result of relocations. They are 
responsible to inform Miss Utility of Virginia (VA 811) about abandoned lines and location of new lines. 

Contacts & Roles: Organization, Entity, or Individual 
• Inform utility companies about removal of remaining material. 

o Project Manager 
• Remove remaining material. 

o Utility companies 
Timelines: Deadlines, Critical Path Items 

1. Relocation is complete 
2. Remove old material 
3. Abandon lines 
4. Inform Misc Utility (VA 811) 

Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 
Not applicable 
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Figure 56: 2.5.6 Dispose of Old Material Process 
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2.5.7 Relocation of Utilities 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Project Managers of Transportation 

Description 
Existing utilities must be relocated to accommodate improvements to the roadway. Easements must be acquired 
prior to relocation. Utilities may include phone lines, cable, water and wastewater, storm sewer, gas, and electric. 

Contacts & Roles: Organization, Entity, or Individual 
• Oversee relocation operations. 

o Project Manager 
• Provide relocations. 

o Utility companies 
Timelines: Deadlines, Critical Path Items 

1. Notice to Proceed (NTP) – Work may begin when a formal notice is given to proceed. 
2. Utility company performs work. 

Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 

• Follows: 
o 2.5.3 Acquire Easements on page 137 
o 2.5.5 Request/Authorize Work on page 142 

• Precedes 2.3.9 Construction (Roads) on page 96 
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Figure 57: 2.5.7 Relocation of Utilities Process 
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2.6 Land Acquisition 
2.6.1 Land Acquisition Overview 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Right-of-Way Agent of Transportation 

Description 
Acquisition is the process of acquiring real property (real estate) or some interest therein. In the course of building 
roads, often the County must acquire property from private owners. This section provides an overview of the 
acquisition process. More detailed information about individual aspects of land acquisition is found in the 
remaining sections of chapter 2.6. 

Contacts & Roles: Organization, Entity, or Individual 
• Supply plans and plats. 

o Engineering and construction firms 
• Supply feedback on road alignment, which determines property requirements. 

o Citizens 
• Prepare purchase order. 

o Department Accounting 
• Review acquisition. 

o Finance 
o Budget 
o County Attorney 

• Approve settlements: 
o Below $300,000 

 Transportation Director 
o Between $300,000 and $500,000 

 County Executive 
o Over $500,000 

 BOCS 
• Provide appraisals 

o Appraisers 
• Provide title report 

o Title search company 
• Coordinate property acquisition with the construction schedule 

o Project Manager 
Timelines: Deadlines, Critical Path Items 

1. GPIN parcel listings – Receive from Project Manager. 
2. Title Search – Contractor. 
3. Plat – Contractor. 
4. Appraisal – Contractor. 
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5. Purchase Order – Department Accounting. 
Materials 

• GPIN Parcel 
• Project plans 
• Appraisal 

Forms 
• Comp Approval Form for items < $500,000 

Reference to Other Processes 
• Follows 2.2.11 Task Order on page 44 
• Occurs throughout: 

o 2.2.2 Public Hearings on page 22 
o 2.3.9 Construction (Roads) on page 96 
o 2.8.1 Board Agenda on page 191 

• Precedes 2.3.1 Invitation for Bid (IFB) on page 69 
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Figure 58: 2.6.1 Land Acquisition Process Overview   
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2.6.2 Title Search 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Right-of-Way Agent of Transportation 

Description 
The purpose of this process is to produce a title report for the acquisition of land from private property owners. The 
title report determines ownership of all property interests to be acquired. 

Right-of-Way agent works with project manager to select title search company using the on-call vendor list. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide GPIN listing. 

o Project Manager 
• Produce a title report. 

o Title search company 
Timelines: Deadlines, Critical Path Items 

1. GPIN parcel listing – Supplied by Project Manager. 
2. Task and Purchase Orders – Completed by Transportation Accounting. 
3. Quote for service – Supplied by title search company. 

Materials 
• Vendor contract list (Procurement website) 

Forms 
Not applicable 
Reference to Other Processes 

• Concurrent with 2.2.11 Task Order on page 44 
• Precedes 2.6.3 Receive Plat on page 153 
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Figure 59: 2.6.2 Title Search Process   
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2.6.3 Receive Plat 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Right-of-Way Agent of Transportation 

Description 
The purpose of this process is to produce a plat. A plat is necessary for the acquisition of land from private property 
owners. 

Contacts & Roles: Organization, Entity, or Individual 
• Coordinate distribution and approval of the plat. 

o Project Manager 
• Review plat for accuracy. 

o GIS Specialist 
• Produce plat. 

o Engineering firm 
• Upload title report. 

o Right-of-Way 
• Review and approve plat. 

o Right-of-Way 
Timelines: Deadlines, Critical Path Items 

1. Title Report – Received from title Search Company. 
Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 

• Follows 2.6.2 Title Search on page 151 
• Precedes 2.6.4 Secure Appraisal on page 155 
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Figure 60: 2.6.3 Receive Plat Process 
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2.6.4 Secure Appraisal 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Right-of-Way Agent of Transportation 

Description 
The purpose of this process is to acquire a real property (real estate) appraisal. The appraisal is the basis for 
determining the amount the County will offer to acquire land from a property owner. 

Contacts & Roles: Organization, Entity, or Individual 
• Supply a vendor contract list. 

o Procurement 
• Create pertinent financial documents. 

o Transportation Accounting 
Timelines: Deadlines, Critical Path Items 

1. Title Report – Supplied by the title search company. 
2. Plat – Supplied by the engineering firm. 

Materials 
• GPIN parcel listing 
• Vendor contract list (Procurement website) 
• Construction plan 
• Purchase Order 

Forms 
Not applicable 
Reference to Other Processes 

• Follows 2.6.3 Receive Plat on page 153 
• Concurrent with 2.2.11 Task Order on page 44 
• Precedes 2.6.5 Make the Offer on page 158 
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Figure 61: 2.6.4 Secure Appraisal Process   
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Figure 62: 2.6.4 Offer Package Preparation Process 
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2.6.5 Make the Offer 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Right-of-Way Agent of Transportation 

Description 
This section explains the process for submitting an offer letter for settlement of the acquisition of real property (real 
estate) or some interest therein. 

The offer letter consists of the appraisal, title report, plat and agreement. In addition to sending the offer to the 
property owner, the impacted District Supervisor and County Attorney is notified that the offer packages have gone 
out. Following receipt of the offer letter, the County may enter into negotiations with the property owner in order to 
reach a signed agreement. 

Contacts & Roles: Organization, Entity, or Individual 
• Accept or reject offer. 

o Property Owner 
• Provide information for negotiation. 

o Property Owner 
• Monitor settlement. 

o Transportation Director 
o Magisterial District Supervisor 

• Review the offer. 
o County Attorney 

• Assist with negotiations. 
o County Attorney 

• Provide information on any applicable tax liens against the property. 
o County Attorney 

Timelines: Deadlines, Critical Path Items 
1. If no response from property owner within 30 days of mailing the offer letter, a second letter is distributed – 

Copies of all first letter documents are included in the second offer letter. 
2. Negotiations end six months after a project is complete – Court proceedings will then determine 

compensation. 
Materials 

• Appraisal 
• Construction Drawing 
• Easements 
• Title Report  
• Plat 
• Right of Entry 
• Mortgage Information Sheet 
• Agreement 
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Forms 
• Settlement Checklist (Property Owners) 
• Settlement Checklist (Churches) 
• Settlement Checklist (Corporations) 
• W9 Form 

Reference to Other Processes 
• Follows: 

o 2.6.2 Title Search on page 151 
o 2.6.3 Receive Plat on page 153 
o 2.6.4 Secure Appraisal on page 155 

• Precedes 2.6.6 Negotiate on page 162 
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Figure 63: 2.6.5 Process for Making the Offer 
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Figure 64: 2.6.5 Process for Making the Offer with DOT/ROW Review 

  



2.6 Land Acquisition 
 

 

Rev: 10/2024 
 

162 

2.6.6 Negotiate 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Right-of-Way Agent of Transportation 

Description 
This section explains the process of reaching an agreement for the fair market value of real estate property. 

If the initial offer is not agreed to, the County and property owner enter into negotiations to reach a settlement. The 
property owner presents pertinent information to the County, which was not considered during the appraisal. The 
County considers the information and, if the request is reasonable, the County amends its offer and settles with the 
property owner. If the request is unreasonable, the County condemns the property, and negotiations about the 
property value continue. 

Contacts & Roles: Organization, Entity, or Individual 
• Present information and a counteroffer. 

o Property Owner 
• Provide the property value. 

o Appraiser 
• Review counteroffers for acceptance or rejection. 

o Right-of-Way 
• Negotiate with the property owner to reach a fair settlement.  

o Right-of-Way 
Timelines: Deadlines, Critical Path Items 

1. Condemnation – This process allows the right of entry to a property as the negotiation process proceeds. 
2. Review of a counteroffer – There is no set formula to the determination of a counteroffer being accepted as 

reasonable. Right-of-Way's decision to approve a counteroffer does not acknowledge a commitment by the 
County. Further review and approval of a counteroffer occurs during the settlement process. 

Materials 
• Offer letter documents 

Forms 
Not applicable 
Reference to Other Processes 

• Follows 2.6.5 Make the Offer on page 158 
• Concurrent with 2.6.7 Settlement on page 164 
• Precedes 2.6.8 Condemnation (Quick-Take) on page 167 
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Figure 65: 2.6.6 Negotiation Process 
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2.6.7 Settlement 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Right-of-Way Agent of Transportation 

Description 
This section explains the process of settlement approval, payment, and documentation. 

Once the property owner and the County representative agree on the amount of compensation, right- of-way staff 
produce an Acquisition Report, which is reviewed by the County Attorney, Finance, Budget, and the Director of 
Transportation (and the ACXO and CXO, if the compensation amount is greater than $300,000, but less than 
$500,000). All settlements over $500,000 require approval by BOCS. Right-of- Way then begins the process of 
producing a check for the property owner and filing pertinent records. 

Contacts & Roles: Organization, Entity, or Individual 
• Prepare pertinent financial documents. 

o Transportation Accounting 
• Record and enter a deed. 

o County Attorney 
• Prepare all reports. 

o Right-of-Way 
• Oversee the settlement process. 

o Right-of-Way 
• Prepare the HUD1 form. 

o Settlement Attorney 
Timelines: Deadlines, Critical Path Items 

1. Signed Agreement – Agreement on the compensation amount must be signed prior to the preparation of 
the Acquisition Report. 

2. HUD1 Form – Prepared by a settlement attorney. 
3. Approved Right-of-Way Acquisition Report – The report is approved by the County Attorney, Director of 

Finance, Budget Director, Director of Transportation, and if needed the County Executive. 
4. Deed – Recorded by the County Attorney. 

Materials 
• Request for Proposal (RFP) 

Forms 
• Right-of-Way Acquisition Report 
• HUD1 

Reference to Other Processes 
• Concurrent with 2.6.6 Negotiate on page 162   
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Figure 66: 2.6.7 Settlement Process   
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Figure 67: 2.6.7 Settlement Process Continued 
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2.6.8 Condemnation (Quick-Take) 
Applicable to: 

• Roads 

Process Owner 
Director of Transportation 

Process Manager 
Right-of-Way Agent of Transportation 

Description 
Condemnation or eminent domain is a power of the BOCS. If settlement with the property owner cannot be 
reached after the initial offer, the County can condemn the property and continue negotiations with the property 
owner. 

BOCS can only condemn a property by resolution after a public hearing is conducted. Condemnation can have 
benefits for the County and the property owner. If the property owner feels that the offer was unacceptable then 
the Court can determine the value of the property. Condemnation allows additional time for negotiation and for 
consideration of the offer while the County maintains the project's schedule. 

Contacts & Roles: Organization, Entity, or Individual 
• File condemnation papers with the Court. 

o County Attorney 
• Process payment of the property value to court. 

o Transportation Accounting 
• Coordinate Public Hearings and condemnation proceedings. 

o Clerk to BOCS 
Timelines: Deadlines, Critical Path Items 

1. Appraisal – The amount of compensation filled with the courts is based on an independent appraisal. 
2. Offer letter – The offer letters have been sent to all known address of the property owner. 
3. Public Hearing – Must be advertised two weeks prior to BOCS authorizing condemnation. 

Materials 
• BOCS Agenda Item 

Forms 
Not applicable 
Reference to Other Processes 

• Follows: 
o 2.2.2 Public Hearings on page 22 
o 2.6.5 Make the Offer on page 158 

• Concurrent with: 
o 2.6.6 Negotiate on page 162 
o 2.8.1 Board Agenda on page 191 

• Precedes 2.6.9 Court Proceedings on page 169 
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Figure 68: 2.6.8 Condemnation (Quick Take) Process 
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2.6.9 Court Proceedings 
Applicable to: 

• Roads 

Process Owner 
County Attorney 

Process Manager 
County Attorney 

Description 
If settlement cannot be reached, the condemnation will go to trial. Evidence is presented on the value of the 
property. After hearing testimony and viewing the property, the court will establish the binding value of the 
property. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide documentation of a bona fide effort to reach a settlement. 

o Right-of-Way 
• Present evidence in court as to the value of their property. 

o Property Owner 
Timelines: Deadlines, Critical Path Items 

1. Condemnation – 180 days must pass since COT Filing. 
Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 

• Follows 2.6.8 Condemnation (Quick-Take) on page 167 
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Figure 69: 2.6.9 Court Proceedings Process 
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2.7 Project Administration 
2.7.1 Determining Debt Sale Amount and Timing 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Treasury Manager of Finance 

Process Manager 
Fiscal Services Manager of Finance 

Description 
Timely and accurate debt sales ensure a judicious use of County’s assets. This process prevents the County from 
exceeding debt capacity, avoids payments, and allows projects to proceed on schedule.  

Project Managers are responsible for determining the flow of cash on a Capital Project and providing this analysis 
quarterly to the Finance Department and to Budget at least annually through the CIP process and when requested 
in preparation for a bond sale. Budget provides cashflow analysis to Finance, who determines the amount and 
timing of debt sales. 

See Additional Information starting on the next page for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Provide cashflow analysis annually and as needed. 

o Project Managers (with debt-funded projects) 
• Approve all debt sales. 

o BOCS 
• Review cashflows. 

o Finance 
o Budget 

• Review programs cash flow in the CIP. 
o Budget 

• Execute debt sales.  
o Finance 

Timelines: Deadlines, Critical Path Items 
1. CIP – Must be reviewed and updated annually to revise the 5-year plan. 
2. Bond Sale Preparation – Cash flow estimates must be reviewed and revised as needed/requested to assist in 

signing and timing bond sales 
Materials 

• Project cash flow worksheet 
Forms 
Not applicable 
Reference to Other Processes 

• Precedes 2.7.2 Bond/Lease Sale on page 174 
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Additional Information 
Project cashflow is key to determining the amount and timing of a financing lease or bond sale. Project cash flow 
estimates apply to both project revenue and expenditure cashflows. 

Individual project cashflow estimates should be performed by the Project Managers at each annual CIP update and 
at other times as requested, including ongoing CIP meetings. 

The cashflow should identify and use as a starting point the actual revenues and expenses that have been received 
or incurred by the project from its inception up to the date the cashflow is prepared. The cashflow estimates should 
be as accurate as possible, they should not be conservative or aggressive estimates. 

Facilities & Fleet Management/Transportation managers should accumulate the cashflow schedules of all the 
projects for which they are responsible and place them in the appropriate package of project materials being sent 
to the Budget Office as part of the annual CIP update, or in response to other requests for this data.  

Budget and Finance both review the project updates included in the annual CIP submission. Finance also compares 
these submissions to reports from the accounting system which reflect actual expenses and revenues. These 
project reviews, performed in connection with development of the CIP, become the means of initially establishing 
and scheduling the future bond sales during the CIP period and especially the bond sales in the next 12 to 16 
months. These project updates and the reviews of them are also essential for determining the County’s position 
relative to its debt capacity limits. 

Finance periodically performs a fiscal comparison of project expenditures shown in the accounting system, the 
current budget and on the current CIP as key components in setting the timing and size of the next bond/lease sale. 
Finance may request interim project cashflow updates in preparation for estimating the size and date of the next 
bond/lease sale series. 
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Figure 70: 2.7.1 Process for Determining Debt Sale Amount and Timing 
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2.7.2 Bond/Lease Sale 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Treasury Manager of Finance 

Process Manager 
Fiscal Services Manager of Finance 

Description 
There is a set of specific actions that must take place for a bond sale or a lease sale to be initiated. Before describing 
these actions, a brief discussion of the difference between the two financing types is appropriate:  

Bond Sales—A bond sale is borrowing in which a legal commitment is made by the County to repay the borrowed 
money plus interest to the purchasers of the County’s bonds (the bondholders) at specific times and in specific 
amounts. These payments are normally made from tax revenues. 

Lease Sales—A lease sale involves the borrowing of funds which are collateralized by some specific asset belonging 
to the County; the County pledges the asset as collateral for the life of the financing. The financing documents 
arrange for the County to lease the asset back during the life of the financing in exchange for repaying the 
bondholders’ money plus interest at specific times and in specific amounts agreed upon in the financing 
documents. Should the County fail to make payment when due, the asset can be taken from the County and leased 
or sold to someone else and the resulting money is given to the bondholders as repayment of their loan to the 
County. “Conduit sales” through the Virginia Resources Authority (VRA) use a slightly modified version of a lease 
sale. 

See Additional Information for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Execute sale. 

o Treasury Management 
• Notify departments when sales occur and provide them with account numbers and holders. 

o Treasury Management 
• Prepare draws against the sale proceeds. 

o Using Department 
o Facilities & Fleet Management 
o Accounting 

• External specialty attorney firm provides guidance/assistance to Finance Department and makes legal the 
declaration regarding tax exempt nature of the financing. 

o Bond Council 
• Reconcile cash accounts and Mobius 

o Accounting 
• Establish the formal credit rating of the County. 

o Credit Raters 
• Hold bond proceeds. 
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o Trustee Investment Bank 
Timelines: Deadlines, Critical Path Items 

1. Vary depending on project cashflow rates/timing. 
Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 

• Precedes:  
o 2.3.4 Draw Downs for Bond or Lease-Funded Projects on page 79 
o 2.7.3 Arbitrage on page 180 

Additional Information 
General process for issuing bonds/leases—There are several BOCS Approvals that must be secured before any type 
of financing can be completed, and the specific requirements overlap but vary between financings executed 
through Bond Sales, and financings executed through Lease Sales. These approvals and their related documents 
are arranged or organized by Finance with assistance from others. The essential approvals and documents are the 
following: 
 

 Bonds Leases 
A sale must be included by the BOCS in the annual CIP.   

One or more project budgets must have BOCS approved revenue appropriations 
from the sale, or multiple sales. 

  

General Obligation (GO) Bonds require authorization by the County’s citizens at a 
general election before the BOCS can initiate a GO sale. 

  

Lease financings require the selection of an underwriter based on responses to a 
Request For Proposal. (In VRA “conduit sales” the VRA may select the underwriter.) 

  

Lease financings require the selection of a trustee based on Request For Proposal 
(RFP) or Request for Bid responses. (In VRA “conduit sales”, the VRA selects the 
Trustee.) 

  

Lease financings require preparation of a series of leasing documents that must be 
approved by the BOCS. These documents are prepared by the Financial Advisor, 
Bond Counsel, County Attorney & Finance. (Finance/Treasury Management and the 
administrative staff of Transportation or Facilities & Fleet Management should jointly 
review the financing at this time to set up or modify any accounting structure that 
should be established at this time.) 

  

A preliminary and a final Official Statement (O/S) must be prepared for any type of 
financing the County executes. 

  

The BOCS can approve a revenue bond sale without voter approval following a 
Public Hearing. 

  

The BOCS can approve lease type financings without voter approval following a 
Public Hearing. 

  

The staff report for the BOCS approval of any type of financing will include specific 
amounts to be provided to one or more specifically named projects. 

  

Once approved by the BOCS a credit rating must be obtained for the financing being 
executed. These credit ratings are obtained from Standard and Poor’s, Moody’s and 
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 Bonds Leases 
Fitch, credit rating agencies based in New York City. Contact Finance for 
requirements. 
Competitive financings are announced to the financial market and bids are taken on 
the designated sale day. 

  

Negotiated financings are announced in the financial market and the preselected 
underwriter sells the bonds or lease obligations to bondholders. 

  

Closing documents are prepared to memorialize and formalize and legalize all 
aspects of the financing. 

  

At the sale’s closing, the cash proceeds of the financing are transferred to the 
County’s external portfolio manager for retention and investment of the bond 
proceeds. (Finance/Treasury Management and the administrative staff of 
Transportation or Facilities & Fleet Management should jointly review the portfolio 
and cash draw process for the financing at this time.) 

  

 

Figure 71: 2.7.2 Essential Approvals and Documents for Bond/Lease Sale Table 
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Figure 72: 2.7.2 Bond Sale Process 
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Figure 73: 2.7.2 GO Bond Referendum Financing Process   
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Figure 74: 2.7.2 Annual Appropriation Financing Process   
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2.7.3 Arbitrage 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Treasury Manager of Finance 

Process Manager 
Fiscal Services Manager of Finance 

Description 
The U.S. Internal Revenue Service (IRS) has established a set of rules regulating the use of interest earned on the 
proceeds of all tax-exempt financings; both bonds and lease financing proceeds are subject to these regulations. 
(Many County road and facility construction projects are supported by tax-exempt financings.) The IRS is particularly 
concerned with the reinvestment of tax-exempt bonds into investment instruments that generate more interest 
than the borrower is paying on the tax-exempt bonds; this practice is called ‘arbitrage’. Arbitrage is the net cash 
earned on the bond proceeds as a result of the difference between the two interest rates.  

See Additional Information beginning below for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Trustees 
• Internal Portfolio Manager 
• Project Manager associated with debt-funded projects 
• IRS 
• External Portfolio Manager 

Timelines: Deadlines, Critical Path Items 
2. 6-month IRS milestones – 10% of expenses. 
3. 12-month IRS milestones – 45% of expenses. 
4. 18-month IRS milestones – 75% of expenses. 
5. 24-month IRS milestones – 95% of expenses (100% if there is no retainage). 
6. 36-month IRS milestone – 100% of expenses (Note: To avoid paying the IRS when arbitrage is earned all 

these expenditures milestones must be met). 
Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 

• Follows 2.7.2 Bond/Lease Sale on page 174 
• Concurrent with 2.3.4 Draw Downs for Bond or Lease-Funded Projects on page 79 

Additional Information 
There are circumstances in which the IRS requires the tax-exempt borrower to pay the IRS any arbitrage earnings 
the borrower makes on the reinvestment of tax-exempt financing proceeds. The County may avoid paying the IRS 
anything and avoid doing arbitrage obligation calculations if the County complies with the IRS rules for the use of 
tax-exempt proceeds. The key IRS rule in connection with arbitrage is this: the County must spend the bond sale 
proceeds in accordance with the following IRS expenditure milestones:  
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1. During the first 6 months after a bond sale the County must spend and draw down at least 10% of the sale 
proceeds (including interest earned thereon). 

2. During the first 12 months after a bond sale the County must spend and draw down at least 45% of the sale 
proceeds (including interest earned thereon). 

3. During the first 18 months after a bond sale the County must spend and draw down at least 75% of the sale 
proceeds (including interest earned thereon). 

4. During the first 24 months after a bond sale the County must spend and draw down all the sale proceeds 
(including interest earned thereon). Contractor retainage is exempted from this spending requirement 
resulting in up to a 5% exemption for reasonable retainage; otherwise, the requirement is that 100% of the 
sale proceeds must be spent. 

5. By the end of the 36th month after a bond sale the County must spend and draw down all the sale proceeds 
including all of the retainage payments (including interest earned). 

To avoid arbitrage obligation calculations and payments the County must meet all five of these spending 
milestones. It is important to note that if a single one of these spending milestones on a financing is not met, then 
that County financing becomes subject to the IRS’s arbitrage payment requirements. If more interest on the 
proceeds is earned that is paid the excess earnings must be paid to the IRS. Though there are many other rules and 
requirements, these spending milestones are the most pertinent to the Project Manager. 

Key factors for Project Managers: 

1. Borrowed funds should not be requested before they are needed. 
2. When a project receives borrowed funds, those funds should be spent before the milestone date. 
3. Cash draws should be submitted as soon as possible and always before the milestone date. 

Arbitrage calculations are extremely intricate, and many peculiar rules affect the arbitrage obligation; consequently, 
the County has these calculations performed under contract by an outside consultant specializing in this work. 
These calculations are arranged by Finance. Finance also arranges any and all of the actual arbitrage payments to 
the IRS. 
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Figure 75: 2.7.3 Arbitrage Process   
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2.7.4 Post-Sale Debt Maintenance 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Treasury Manager of Finance 

Process Manager 
Fiscal Services Manager of Finance 

Description 
After a bond sale or lease sale has been completed there are a series of ongoing activities or actions which are 
performed by Finance from the closing of the financing until the final debt service payment is made. 

The major tasks include: 

• Making debt service payments when due, and in the amounts due, based on the financing agreement. 
• Completing the annual information disclosure, which the U.S. Securities and Exchange Commission (SEC) 

requires from all tax-exempt borrowers. 
• Giving immediate notice to the SEC if a ‘material event’ takes place. 
• Performing arbitrage management as needed, including arbitrage obligation calculations and payments. 

See Additional Information on the next page for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Debt services annual appropriations. 

o BOCS 
• Perform all required tasks for debt service payment and IRS/SEC. 

o Treasury Management 
Timelines: Deadlines, Critical Path Items 

1. N/A to project, payments every 6 months, and annual disclosure executed by Finance – Treasury 
Management. 

Materials 
• SEC Disclosure Letter 

Forms 
• Wire Transfer Form 

Reference to Other Processes 
• Precedes 2.7.2 Bond/Lease Sale on page 174 
• Concurrent with 2.7.3 Arbitrage on page 180 
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Additional Information 
Major tasks in post-sale debt maintenance include: 

• Making debt service payments when due, and in the amounts due, based on the financing agreement. 
These payments are normally made twice a year but may be organized with different payment periods and 
amounts. The annual principal payment is normally 1/20th of the original amount borrowed plus interest 
accrued. 

• Completing the annual information disclosure, which the U.S. Securities and Exchange Commission (SEC) 
requires from all tax-exempt borrowers. This report includes relatively abbreviated statements of the 
County’s financial position, demographics, economic conditions and changes in debt position. 

• Giving immediate notice to the SEC if a ‘material event’ takes place. Material events include missed debt 
service payment(s), any other ‘nonpayment’ default, a draw on bond sale reserves, bond calls, refunding of 
bonds, credit rating changes, the sale or loss of the property collateralizing a financing, loss of tax 
exemption, etc. 

• Performing arbitrage management as needed, including arranging arbitrage obligation calculations and 
payments. If a financing misses its draw down milestones it becomes subject to the U.S. Internal Revenue 
Service’s (IRS) arbitrage regulations. Finance determines if a financing’s construction draws miss the IRS’s 
milestones. If they were missed Finance arranges to have the arbitrage calculation(s) performed by an 
outside consultant. At a minimum, arbitrage calculations are performed, and any payments are made as 
required every 5 years from the date of the original financing’s sale closing. If the County owes a payment to 
the IRS, Finance arranges payment to the IRS using part of the funds earned as interest on the bonds 
without affecting the project funding. 
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Figure 76: 2.7.4 Post-Sale Debt Maintenance Process   
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2.7.5 Budget Transfers 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Director of Office of Management & Budget 

Process Manager 
Account Staff of County Departments 

Description 
The purpose of a budget transfer is to provide sufficient operating flexibility to County departments, while ensuring 
adequate policy and fiscal control.  

The level of approval needed for a given budget transfer is dependent on the amount, source, and destination of 
the transfer (see Process Notes). 

See Additional Information on the next page for more detail. 

Contacts & Roles: Organization, Entity, or Individual 
• Identify need for budget transfer. 

o Project Manager 
• Recommend use of funds within project budget.  

o Project Manager 
• Review requests. 

o Department Accounting Staff 
o Budget 
o Finance 

• Create budget transfer. 
o Department Accounting Staff 

• Accept/Reject all budget transfer requests. 
o Budget 

• Post approved budget transfers into the County’s accounting system. 
o Finance 

Timelines: Deadlines, Critical Path Items 
1. Request received – It is the responsibility of the project manager to identify budget deficiencies before a 

need becomes urgent. 
2. Director Approval – All budget transfers must be approved by the Department Director or his/her designee. 
3. Recorded – Budget transfers are not finalized until posted into the County’s financial system. 

Materials 
Not applicable 
Forms 
Not applicable 
Reference to Other Processes 
Not applicable 
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Additional Information 
Special Provisions: 

The budget transfer process is governed by the approved Budget Transfer Policy and Procedures documents. 

• All transfers that have the final approval authority of the Department Head or the Director of OMB shall go 
directly to Budget. Transfers requiring Board approval shall be routed via a staff report and resolution 
through the normal agenda process. 

• Budget transfers of the same or similar nature shall not be divided into separate transfers to avoid a higher 
level of approval. 

• Transfers involving the internal service funds (i.e., changes to the 4xxx expenditure code [object level 3]) 
must be approved by the Department Head(s), and the Director of OMB. Transfers into/out of a 4xxx 
expenditure code (object level 3) must recognize and account for their impact on the internal service fund’s 
revenues and expenditures (i.e., it will impact revenue code 0960 as well as an expenditure code [object 
level 3] in an internal service fund OCA). 

• The Board of County Supervisors approval is required for any use of fund balance and all transfers into and 
out of capital projects. 

• Should the request meet the criteria established for OMB review and approval, the requesting agency shall 
complete the Budget Transfer Form and submit the form to OMB. The requesting agency shall include the 
supporting rationale for the transfer AND, in the case of a request that meets one or more of the criteria in 
Section III.B. Of the Budget Transfer Policy, the agency must specifically address that criterion in the 
supporting rationale. 

• The Board of County Supervisors shall approve any transfer that translates into a decrease in non-local 
revenue or an increase in local tax support requirement. 

• All transfers must have a reason for request clearly stated on the budget transfer form. 
• Matters not covered by this procedure shall be forwarded to the County Executive for resolution. 

 

Budget Transfer Matrix 
 Department Head Approval BOCS Approval 
(A) Transfers Within Fund, Department and Expenditure 

Category (Object Level 1) 
$1+ N/A 

(B) Transfers Within Fund and Department Between 
Expenditure Categories (Object Level 1) 

$1 to $19,999 $20,000+ 

(C) Transfers Within Fund Between Departments $1 to $19,999 $20,000+ 
(D) Transfers Between Funds, Sub Funds $1 to $19,999 $20,000+ 

 

Figure 77: 2.7.5 Budget Transfer Matrix 
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Figure 78: 2.7.5 Budget Transfers Process 
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2.7.6  Internal Payment for EnerGov Fees (Development Services & Environmental 
Management) 

Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Treasury Manager of Finance 

Process Manager 
Fiscal Services Manager of Finance 

Description 
A project may incur plan review AND permit fees payable to the Department of Development Services or the 
Department of Facilities & Fleet Management Environmental Management. Journal Entries are the preferred 
payment method over check or credit card. Journal entries shift existing available project funding from one 
department to another department to pay for an invoice for services and/or fees from EnerGov. 

EnerGov is the County's land management system 

Contacts & Roles: Organization, Entity, or Individual 
• Notified by EnerGov that payment is needed on a plan or permit. 

o Project Manager 
• Work with appropriate staff to have the item(s) invoiced. 

o Project Manager 
• Complete Pre-Mobius Request Form and forward to Accounting Staff. 

o Project Manager 
• Review Request Forms and complete the Journal Entry in Mobius. 

o Department Accounting Staff 
• Review and post Journal Entry into the County’s accounting system.  

o Finance 
Timelines: Deadlines, Critical Path Items 

1. Request received – It is the responsibility of the project manager to identify service and/or fees needed by 
another department and process paperwork a minimum of 3 days prior to required deadline. 

2. Director Approval – All journal entries must be approved by the Department Director or his/her designee. 
3. Recorded – Journal entries are not finalized until posted into the County’s accounting system. 

Materials 
• EnerGov Invoice 
• EnerGov Letter (varies by permit/plan) 

Forms 
• Pre-Mobius Request Form 

Reference to Other Processes 
Not applicable 
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Figure 79: 2.7.6 Internal Payment Process for ENERGOV Fees 
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2.8 Other Administration 
2.8.1 Board Agenda 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Clerk of the BOCS in Office of Executive Management 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
Any issue needing approval by the BOCS must be submitted through a staff report and resolution for presentation 
to BOCS. 

Contacts & Roles: Organization, Entity, or Individual 
• Draft staff report, resolution and any other item necessary as part of the Board Agenda Item and follow 

items through the entire process. 
o County Department 

• Facilitate the review and distribution process. 
o Clerk of BOCS 

• Advertise Public Hearing 
o Clerk of BOCS 

• Review documents when mandatory. 
o County Executive 
o County Attorney 
o Budget 
o Finance 
o Clerk of BOCS 
o Other County Departments if applicable 

• Approve or disapprove item. 
o BOCS 

Timelines: Deadlines, Critical Path Items 
1. Public Hearing advertisement – Any item requiring a Public Hearing must be submitted for advertisement to 

the Clerk of BOCS. 
2. Close Agenda – Date that all items must be submitted to the Clerk of BOCS. 
3. Dispatch date – All comments must be addressed. 
4. Board date – Date at which action is to be taken by BOCS. 

Materials 
• BOCS Agenda Item 
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Forms 
• BOCS Internal Routing Slip 
• BOCS External Routing Slip 

Reference to Other Processes 
Not applicable 
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Figure 80: 2.8.1 Board Agenda Process   
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2.8.2 Life Cycle Management 
Applicable to: 

• Buildings 
• Parks 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 

Process Manager 
• B&G Division Chief of Facilities & Fleet Management 
• Maintenance and Operations Chief of Parks & Recreation 

Description 
Depending on the process owner, the B&G Division Chief of Facilities & Fleet Management, or the Maintenance and 
Operations Chief of Parks & Recreation, maintains the facility and surroundings in a safe, functional, and attractive 
condition. 

Contacts & Roles: Organization, Entity, or Individual 
• Maintenance, cyclic replacement, renovation, etc.  

o B&G 
o Maintenance and Operations 

• Maintains as-built drawings. 
o B&G 
o Maintenance and Operations 
o Property Management 

• Approves annual expenses and requisitions. 
o Budget 

• Provides review and guidance. 
o Procurement 
o FFM 

• Reviews and monitors financial transactions. 
o Accounting 

Timelines: Deadlines, Critical Path Items 
1. CIP Approval – Basic funding. 
2. Transition of funds – Funds to General Fund budget. 
3. Life Cycle Management – Annual Fund Review. 

Materials 
Not applicable 
Forms 

• Work Request Form 
• Asset Ownership Transfer Form 

Reference to Other Processes 
• Follows 2.4.9 Transition of Operating Budget on page 130  
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Figure 81: 2.8.2 Life Cycle Management Process 
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2.8.3 Masterworks Project Management Software 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Project Managers of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Description 
All County staff engaging in project management activities on County capital projects are required to utilize the 
County’s project management software (Aurigo Masterworks). The specific manner in which staff utilize the project 
management software shall be defined by their individual departments. However, it is expected that the project 
management software be used to the maximum extent possible to achieve optimal project delivery. 

Contacts & Roles: Organization, Entity, or Individual 
• Store and maintain project documentation and records in the County’s project management system. 

o Project Manager  
• Ensure that project managers are storing and maintaining project documentation and records in the project 

management system. 
o Department Director – 

•  Ongoing maintenance of the project management software. 
o Facilities & Fleet Management 

Timelines: Deadlines, Critical Path Items 
1. Project management software shall be utilized throughout the entire capital project process, per 

department guidelines. 
Materials 

• Aurigo Masterworks project management software. 

Forms 
Not applicable 
Reference to Other Processes 
NOTE:  
Project management software shall be utilized for all capital project processes, as appropriate.  
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2.8.4 Mobius Financial Management Software 
Applicable to: 

• Buildings 
• Parks 
• Roads 

Process Owner 
Directors of: 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 

Process Manager 
Accounting Staff of 

• Parks & Recreation 
• Facilities & Fleet Management 
• Transportation 
• Finance 

Description 
Paste here 

Contacts & Roles: Organization, Entity, or Individual 
• Complete automated forms in Mobius as applicable. 

o Department Accounting Staff 
• Process inter-department transfers to pay invoices from County departments. 

o Department Accounting Staff 
• Record all revenue and expenditures for the project.  

o Department Accounting Staff 
• Ensure all project revenue and expenditures are finalized. 

o Project Manager 
• Reconcile cash accounts and Mobius 

o Department Accounting Staff 
• Complete Pre-Mobius Request Form and forward to Accounting Staff. 

o Project Manager 
• Review Request Forms and complete the Journal Entry in Mobius. 

o Department Accounting Staff 
Timelines: Deadlines, Critical Path Items 

1. Mobius software shall be utilized throughout the entire capital project process for tracking and recording 
money spent on the project, invoices sent and paid, and other accounting practices as applicable, per 
department guidelines. 

Materials 
• Mobius software. 

Forms 
• Pre-Mobius Request Form 
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Reference to Other Processes 
• Concurrent with: 

o 2.1.6 Request for Proposal (RFP) on page 17 
o 2.2.19 Invoices on page 66 
o 2.3.3 Application for Payment on page 76 
o 2.4.7 Accounting Project Close-Out on page 126 
o 2.7.2 Bond/Lease Sale on page 174 
o 2.7.6  Internal Payment for EnerGov Fees (Development Services & Environmental Management) on 

page 189 
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3.1. Glossary 
Capital Projects Glossary 

Term Definition 
Budget Transfer Process to move appropriated funds from one account or subaccount to 

another account or subaccount. 

Capital Expenditure The use of funds for the acquisition or construction of major capital assets 
(e.g. land, road, buildings). 

Capital Improvement Program The capital infrastructure component of the County's fiscal plan and implementation 
tool of the Strategic Plan and Comprehensive Plan. 

Certificate of Take (COT) As defined by the Virginia State Code a COT means a certificate recorded by an 
authorized condemnor with the court wherein condemnation proceedings are pending 
or are to be instituted, in connection with which the authorized condemnor has 
deposited funds with the court as provided in subdivision A 1 of § 25.1-305. 

Certificates of Participation According to InvestorWords.com, certificates of participation refer to "Financing in 
which an individual buys a share of the lease revenues of an agreement made by a 
municipal or governmental entity, rather than the bond being secured by those 
revenues"1. The authority usually uses the proceeds to construct a facility that is leased 
to the municipality, releasing the municipality from restrictions on the amount of debt 
that they can incur. 

Change Order A written order signed by a person authorized under authorized by the Purchasing 
Regulations directing a Contractor to make changes, which the changes clause of any 
contract authorizes to be ordered with or without the consent of the Contractor.2 

Condemnor As defined by Collins Dictionary, a government or private party with the power to 
acquire private property for public use.3 

Constrained Long-Range Plan The Financially Constrained Long-Range Transportation Plan, or CLRP, identifies all 
regionally significant transportation projects and programs that are planned in the 
Washington metropolitan area between 2008 and 2030. Over 750 projects are included, 
ranging from simple highway landscaping to billion-dollar highway and transit projects. 
Some of the projects will be completed in the near future, while others are only in the 
initial planning stage. The projects and programs that go into the CLRP are developed 
cooperatively by governmental bodies and agencies represented on the National 
Capital Region Transportation Planning Board (TPB). The TPB Vision, the policy 
framework adopted by the TPB in 1998, serves as the regional guide for project 
development.4 

  
  
  
Construction Change Directive A directive for changes in the Work for use where the owner and contractor 

have not reached an agreement on proposed changes in the Contract Sum or 
Contract Time. Form G714–2007 was developed as a directive for changes in 
the work which, if not expeditiously implemented, might delay the project. 

 
1 http://www.investorwords.com/810/Certificate_of_Participation.html  
2 Defined as per the Prince William County Purchasing Regulations Section 100.04. 
3 https://www.collinsdictionary.com/us/dictionary/english/condensable  
4 http://www.mwcog.org/clrp/  

http://www.investorwords.com/810/Certificate_of_Participation.html
https://www.collinsdictionary.com/us/dictionary/english/condensable
http://www.mwcog.org/clrp/
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Term Definition 
Upon receipt of a completed G714–2007, the contractor must promptly 
proceed with the change in the work described therein.5 

Contractor Any vendor awarded a contract by the Board of County Supervisors or any 
using department. 

Customers Any beneficiary of the product or process. 
Departments Any County unit reporting directly to the County Executive or other board or 

commission 
Direct Purchase Order A procurement instrument created by using department of exempt purchases, 

sole source purchases, and contract releases (blankets). 2 
Direct Voucher A procurement instrument created by using department for all purchases 

under $1,000 and for emergency purchases over $1,000. 2 
Environmental Impact 
Statement 

A document required by the National Environmental Policy Act (NEPA), which 
defines the effect of a project on natural resources and location. 

Environmental Study 
Assessment 

A Phase I Environmental Site Assessment is a report prepared for a real estate 
holding which identifies potential or existing environmental contamination 
liabilities. The analysis, often called a Phase I ESA, typically addresses both the 
underlying land as well as physical improvements to the property; however, 
techniques applied in a Phase I ESA never include actual collection of physical 
samples or chemical analyses of any kind. Scrutiny of the land includes 
examination of potential soil contamination, groundwater quality, surface 
water quality and sometimes issues related to hazardous substance. 

Fiscal Year (FY) The fiscal year for Prince William County begins on July 1 and ends on June 30 
(e.g. Fiscal Year 2008 begins on July 1, 2007, and ends June 30, 2008). 

Freedom of Information Act 
(FOIA) 

The body of Federal law protecting the rights of individuals to have access to 
public documents and records. 

General Fund Primary sources of unrestricted revenue for the local government. 
General Ledger A book of final entry of all the financial accounts of the County with offsetting 

debits and credits. 
General Obligation Bonds According to investopedia.com, a general obligation bond is "[a] municipal 

bond backed by the credit and 'taxing power' of the issuing jurisdiction rather 
than the revenue from a given project. General obligation bonds are issued 
with the belief that a municipality will be able to repay its debt obligation 
through taxation or revenue from projects. No assets are used as collateral. 2 6 

Geographical Information 
System (GIS) 

A specialized, database-driven computer information system. The database 
contains observations of spatially distributed features, activities or events, 
which can be defined in space as points, lines, or areas. The GIS allows users to 
capture, store, display, manipulate, and analyze geographically referenced 
data. 

  
  
Government Finance Officers 
Association 

A professional association whose primary mission is to "enhance and promote the 
professional management of governments for the public benefit by identifying and 
developing financial policies and practices and promoting them through education, 
training, and leadership. 1 2 

 
5 http://www.aia.org/docs_series_g  
6 http://www.investopedia.com/terms/g/generalobligationbond.asp  

http://www.aia.org/docs_series_g
http://www.investopedia.com/terms/g/generalobligationbond.asp
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Term Definition 
Inter Departmental Transfer Process by which expenditures and/or revenues are transferred from one County 

agency to another County agency. 

Invitation For Bids All documents whether attached or incorporated by reference, utilized for soliciting 
sealed bids. 2 

Lease Purchase Certificates A financing mechanism that uses a lease on the project being financed to collateralize 
the loan/financing. The certificates are the associated, formal, legal 
contract/commitment to repay the loan by making debt service payments at set times 
and in set amounts as described within the certificates. 

Liquidated Damages An agreement between two or more parties where a fixed sum is awarded for 
unsatisfactory execution of the terms in a binding contract. 

Metropolitan Washington Council 
of Government (MWCOG or COG) 

According to their website, MWCOG is "a regional organization of Washington area local 
governments. COG is composed of 21 local governments surrounding our nation's 
capital, plus area members of the Maryland and Virginia legislatures, the U.S. Senate, 
and the U.S. House of Representatives. COG provides a focus for action and develops 
sound regional responses to such issues as the environment, affordable housing, 
economic development, health and family concerns, human services, population 
growth, public safety, and transportation.”7 

Modification Any written alteration of a contract signed by the parties bound by the contract. 2 

Northern Virginia Transportation 
Authority 

A regional authority created by the Virginia General Assembly on July 1, 2002, charged 
with developing a regional transportation plan, working with Northern Virginia's 
communities to develop regional priorities and policies to improve air quality, and 
serve as an advocate for the transportation needs of Northern Virginia before the state 
and federal governments." 

Northern Virginia Transportation 
Commission 

The Northern Virginia Transportation Commission (NVTC) was established to manage 
and control the functions, affairs, and property of the Northern Virginia Transportation 
District--which was created by the 1964 Acts of Assembly of the Commonwealth of 
Virginia, Chapter 630; and the Transportation District Act. The purpose of the Act is to 
facilitate "planning and developing a transportation system for Northern Virginia and 
for the safety, comfort and convenience of its citizens and for the economical utilization 
of public funds.”8 

Notice to Proceed Official notice given by an authorized County representative to commence work on a 
project. 

  

  

Official Statement According to Scott & Stringfellow Inc., an official statement is "[a] required document 
published during any municipal bond offering, the Official Statement offers financial 
information, details of the bond offering and a legal opinion as to the validity of the 
offering.”9 

Operating Expenditure The use of funds on reoccurring expenses. 

Organizational Cost Account The OCA code is the lowest level of detail in Mobius. 

Participants Any person, organization, or agency involved in the execution of a process. 

Potomac Rappahannock 
Transportation Commission 

The Potomac and Rappahannock Transportation Commission (PRTC) is a multi-
jurisdictional agency representing Prince William and Stafford Counties and the cities of 
Manassas, Manassas Park and Fredericksburg. 

 
7 http://www.gfoa.org/index.php?option=com_content&task=view&id=76&Itemid=96  
8 http://www.thinkoutsidethecar.org/nvtc/background.asp  
9 http://www.scottstringfellow.com/ss/glossary.asp#O  

http://www.gfoa.org/index.php?option=com_content&task=view&id=76&Itemid=96
http://www.thinkoutsidethecar.org/nvtc/background.asp
http://www.scottstringfellow.com/ss/glossary.asp#O
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Term Definition 
Profits & Loss Analyzer (P&L) A financial statement summarizing revenues, expenditures, and balance. 

Project Manager Refers to a County employee with general authority and responsibilities for the 
oversight and implementation of a task. 

Public Private Education Act A state law that allows private entities to enter into agreements to construct, improve, 
maintain and operate educational facilities. 

Public Private Transportation Act A state law that allows private entities to enter into agreements to construct, improve, 
maintain and operate transportation facilities. 

Purchase Order A procurement instrument issued by the Purchasing Office to order supplies, services, 
insurance, or construction. 2 

Request for Proposals A request for an offer from one or more vendors and includes the general terms, which 
are sought from the offeror. 

Request for Quotations A request for an offer from one or more vendors under an open market procurement 
where the estimated cost is less than $50,000. 2 

Requisition A document or documents, in a form prescribed by the Director of Finance, which shall 
constitute demand by the using department for the provision of supplies, services, 
insurance, or construction. 2 

Scope of Work A statement of work expected to be performed, which may include deliverables and an 
expected level of performance. 

Six-Year Secondary Road Plan A document showing the allocation of state funds toward local transportation projects 
over a six-year period. 

Solicitation The process of notifying vendors that the County wishes to receive bids or proposals on 
a set of requirements to provide supplies, services, insurance, or construction. 
Solicitation documents include Request for Quotation (RFQ), Request for Proposal 
(RFP), and Invitation for Bid (IFB). 2 

Stake Holders Any person, organization, or agency who has a vested interest in the 
outcome of a process. 

Task Order A specific work agreement issued to a vendor on an existing open-ended contract. 
Vendors are pre-qualified and must be used in sequential order unless special 
circumstances dictate the use of a waiver. Waivers must be approved by the Purchasing 
Office prior to issuance of a task order. 

Transportation & Roadway 
Improvement Program (TRIP) 

TRIP is a Prince William County program that provides funding by magisterial district for 
the construction of capital improvements to PWC's local roadways and other 
transportation facilities, specifically small-scale projects. 

Transportation Improvement Plan A three-year program of federal, state, and locally funded transportation projects for 
which MPO approval is required. 

Utility Field Inspection The on-site location and marking of utilities (e.g. water, sewer, cable, 
telecommunications, etc.) that may be in conflict with proposed construction activities. 

Virginia Railway Express A state funded commuter rail. 

Virginia Resources Authority An organization created by the general assembly used to finance local capital projects 
for public safety, transportation, wastewater, flood prevention & dam safety, solid 
waste, water, federal facility development, brownfield remediation and redevelopment, 
airports, land conservation & preservation, and wireless broadband. 
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3.2. Acronyms 
Capital Projects Acronyms 

Abbreviation Full Name 
A/E Architect/Engineer; Architecture/Engineering 

ADA Americans with Disabilities Act 

AIA American Institute of Architects 

B&G  Buildings and Grounds 

BOCS Board of County Supervisors 

BT Budget Transfer 

CCD Construction Change Directive 

CIP Capital Improvement Program 

CLRP Constrained Long-Range Plan 

CO Change Order 

COP Certificates of Participation 

COT Certificate of Take 

CTB Commonwealth Transportation Board 

CXO County Executive Office 

CY Calendar Year 

DEQ Department of Environmental Quality 

DOT Department of Transportation 

DOIT/DoIT Department of Information Technology 

DPO Direct Purchase Order 

EIS Environmental Impact Study 

FCM Facilities Construction Management 

FOIA Freedom of Information Act 

FONSI Finding of No Significant Impact 

FY Fiscal Year 

GC General Contractor 

GF General Fund 

GFOA Government Financial Officers Association 

GIS Geographical Information System 

GL General Ledger 

GO General Obligation Bonds 

GPIN Grid Parcel Identification Number 

IDT Inter-Departmental Transfer (see REA) 

IFB Invitation for Bids 

LD Liquidated Damages 

LP Lease Purchase Certificates 
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Abbreviation Full Name 
MWCOG (Metropolitan Washington) Council of Government 

NEPA National Environmental Policy Act 

NTP Notice to Proceed 

NVTA Northern Virginia Transportation Authority 

NVTC Northern Virginia Transportation Commission 

OEM Office of Executive Management 

OMB Office of Management and Budget 

OS Official Statement 

P&L Profits & Loss Analyzer 

PM Project Manager 

PO Purchase Order 

PPEA Public Private Education Act 

PPTA Public Private Transportation Act 

Prop. Mgmt. Property Management 

PRTC Potomac Rappahannock Transportation Commission/Omniride 

Purch Purchasing 

PW Public Works 

PWCSA Prince William County Service Authority 

REA  Revenue and Expenditure Adjustment (see IDT) 

RFI Request for Information 

RFP Request for Proposals 

RFQ Request for Quotations 

ROD Record of Decision 

ROW Right-of-Way 

SA Service Authority 

SC Subcontractor 

SOW Scope of Work 

Sq. FT. Square Foot 

SSYP Six-Year Secondary Road Plan 

TEA-21 Transportation Equity Act for the 21st Century 

TIP Transportation Improvement Plan 

TO Task Order 

TRIP Transportation & Roadway Improvement Program 

UFI Utility Field Inspection 

VDOT Virginia Department of Transportation 

VRA Virginia Resources Authority 

VRE Virginia Railway Express 
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3.3. External Contacts 
Organization Title Name Phone Email 

AT&T OSP Engineer, Proj 
Program Mgmt 

Marc Bianco N/A mb458f@att.com  

Century Link (Army) Senior Engineer Noah Dobbins 703-464-7529 Noah.Dobbins@CenturyLink.com 

Colonial Pipeline 
Company 

Relocation Project 
Manager 

Heath Bryant 678-762-2269 HBryant@colpipe.com  

Columbia Gas Associate Field Engineer Christopher E. Scott 540-341-4544 christopherScott@nisource.com  

Comcast Construction Supervisor Amy Goad 202-815-9919 Amy_Goad@comcast.com  

Dominion Power Project Manager David Ojumu 571-203-5165 david.o.ojumu@dominionenergy.com  

Fiberlight Project Manager Wayne Haithcox 571-421-7575 wayne.haithcox@fiberlight.com  

Level 3 Communications OSP Engineer Boyd Williams 703.639.9758 Boyd.Williams@centurylink.com  

Manassas Electric Asst. Director/Electrical 
Services 

David Jones 703-257-8351 djones@ci.manassas.va.us  

Metroduct Operations Manager Travis Walter 703-335-5301 tjwalter@metroductsystems.com 

Miss Utility N/A N/A 811 N/A 

Northern Virginia Electric 
Cooperative 

Distribution Designer Carol Comstock 703-754-6732 CComstock@NOVEC.COM  

Prince William County 
Service Authority 

Inspection Manager Conrad Holtslag 703-898-3433 choltslag@pwcs.org  

Prince William County 
Service Authority 

Project Engineer II Edward Kovalchuk 703-375-7944 E.Kovalchuk@pwcsa.org  

Summit IG OSP Engineer Chip Turner 703-376-3703 cturner@summitig.com  

Verizon Construction – Local 
Manager 

Joe Zych 540-903-4188 joezych@msn.com  

VDOT ITS Engineer David Smallwood 703-334-0208 David.smallwood@vdot.virginia.gov  

VDOT Permits Manager Dave Heironimus 571-748-8175 David.Heironimus@VDOT.Virginia.gov. 

Virginia Department of 
Health 

Permits Maria Mitchellbork N/A Maria.Michellbork@VDH.Virginia.gov  

Virginia DEQ Permit Construction Mariana Lupini N/A mariana.Lupini@deq.virginia.gov  

Washington Gas SP Engineer II Michael Stablein 703-750-4270 mstablein@washgas.com  

Williams Gas Pipeline 
Atlantic-Gulf 

Engineer II Austin Bennett 434-964-2126 Austin.Bennett@williams.com  

Zayo Group Operations PM, Mid-
Atlantic Region 

Brad Leatherman 703-928-0649 bradley.leatherman@zayo.com  

 

mailto:mb458f@att.com
mailto:Noah.Dobbins@CenturyLink.com
mailto:HBryant@colpipe.com
mailto:christopherScott@nisource.com
mailto:Amy_Goad@comcast.com
mailto:david.o.ojumu@dominionenergy.com
mailto:wayne.haithcox@fiberlight.com
mailto:Boyd.Williams@centurylink.com
mailto:djones@ci.manassas.va.us
mailto:tjwalter@metroductsystems.com
mailto:CComstock@NOVEC.COM
mailto:choltslag@pwcs.org
mailto:E.Kovalchuk@pwcsa.org
mailto:cturner@summitig.com
mailto:joezych@msn.com
mailto:David.smallwood@vdot.virginia.gov
mailto:David.Heironimus@VDOT.Virginia.gov
mailto:Maria.Michellbork@VDH.Virginia.gov
mailto:mariana.Lupini@deq.virginia.gov
mailto:mstablein@washgas.com
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mailto:bradley.leatherman@zayo.com
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3.4. Forms 
Capital Project Forms 

Form examples follow in alphabetic order as shown in the table below. 

Form Name References 
Adjacent Property Owners Affidavit 2.1.2 

Appendix 21 2.5.1, 2.5.2, 2.5.4 

Application and Certificate for Payment (AIA Document G702) 2.3.3, 2.3.5, 2.3.8 

Asset Transfer Form 2.8.2 

BOCS Inter-Departmental Routing Slip 2.8.1 

C-5 2.3.11, 2.4.9 

Certificate of Substantial Completion 2.3.10 

Change Order (AIA Document G701) 2.3.2, 2.3.8 

Consent of Surety Company to Final Payment (AIA Document G707) 2.3.5, 2.4.1 

Consent of Surety to Reduction in or Partial Release of Retainage (AIA Document G707A) 2.3.5 

Construction Change Directive (AIA Document G714) 2.3.8 

Contractor’s Affidavit of Payment of Debts and Claims (AIA Document G706) 2.4.1 

Contractor’s Affidavit of Release of Liens (AIA Document G706A) 2.4.1, 2.4.7 

Cost Proposal form for Interior Design Services 2.2.10 

Daily Report 2.3.6 

Daily Testing 2.3.6 

HUD1 2.6.7 

Planning Level Cost Estimate 2.1.1 

Pre-Mobius Request Form - Invoice 2.2.19, 2.3.3, 2.7.6 

Project Closure Checklist 2.4.8 

Project Estimate Worksheet 2.3.13, 2.3.14 

Proposal Request (AIA Document G709) 2.3.2, 2.3.8 

Public Facilities Determination (PFD) 2.2.15 

Public Facilities Review 2.1.2 

Public Facilities Review Application 2.1.2 

Punch list 2.3.10 

Request for Payment – Information Required to Obtain Contractor Payment 2.3.3, 2.3.5 

Request for Payment 2.3.3, 2.3.5 

Request for Payment with Retainage 2.3.3, 2.3.5 

Right-of-Way Acquisition Report 2.6.7 

Settlement Checklist (Churches) 2.6.5 

Settlement Checklist (Corporations) 2.6.5 

Settlement Checklist (Property Owners) 2.6.5 
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Form Name References 
Solicitation Committee CXO Memo 2.1.4 

Solicitation Information Form for Construction Projects 2.3.16 

Solicitation Information Form for RFP Professional Engineering Services 2.1.6, 2.3.16 

Special Events Checklist 2.4.5 

Task Order Form 2.2.11 

VDOT Street Acceptance Checklist 2.4.4 

W9 Form 2.6.5 

Wire Transfer Form 2.7.4 

Work Request 2.8.2 

Work Zone Safety Assistance 2.3.9, 2.3.17 
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3.5.1. Adjacent Property Owners Affidavit 
 

ADJACENT PROPERTY OWNERS AFFIDAVIT 

 
COMMONWEALTH OF VIRGINIA 
COUNTY OF PRINCE WILLIAM 

 

This    ,    

 (Day)  (Month) (Year)   
   
I,    

 (Owner/Contract Purchaser/Authorized Agent)   
    
hereby make oath that the list of owner or owners, their agent or the occupant, of each parcel 
involved, landowners within 500 feet of all portions of the subject property, including the subject 
property; all property immediately across the street or road from the subject property, including those 
parcels which lie in other localities of the Commonwealth; any planned development district owner 
association where the subject property is located within 500 feet of the planned unit development and 
said planned development district’s has members who own property within 2,000 feet of the subject 
property; local jurisdictions located within one-half mile of all portions of the subject property; 
military base, installation or military airport (excluding armories operated by the Virginia National 
Guard) within 3,000 feet of the subject property; and licensed public-use airport located within 3,000 
feet of the subject property, is a true and accurate list as submitted with my application. 
 
 
 
  

 Owner/Contract Purchaser/Authorized Agent 
(Circle one) 

  
COMMONWEALTH OF VIRGINIA:  
County of   

   
Subscribed and sworn to me this  day of  , 20  in my county and aforesaid, 

       
     
     

    NOTARY PUBLIC 
     
My Commission Expires:   
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3.5.2. Utility Plan and Estimate Checklist (Revised 2019) 

 

Figure 82: Utility Plan and Estimate Checklist 
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3.5.3. Application and Certificate for Payment (AIA Document G702) 
 

 

Figure 83:3.5.3  Application and Certificate for Payment Form 



3.4 Forms 
 

 

Rev: 10/2024 
 

212 

3.5.4. Asset Ownership Transfer Form 
 

 

Figure 84: 3.5.4 Asset Ownership Transfer Form 
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3.5.5. BOCS Inter-Departmental Routing Slip 
 

 

Figure 85: 3.5.5. BOCS Inter-Departmental Routing Slip Page 1 



3.4 Forms 
 

 

Rev: 10/2024 
 

214 

 

Figure 86: 3.5.5 BOCS Inter-Departmental Routing Slip Page 2 
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3.5.6. C-5 

 

Figure 87: 3.5.6 C-5 Form 
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3.5.7. Certificate of Substantial Completion  

 

Figure 88: 3.5.7 Certificate of Substantial Completion 
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3.5.8. Change Order (AIA Document G701)  

 

Figure 89: 3.5.8 Change Order (AIA Document G701) 
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3.5.9. Consent of Surety Company to Final Payment (AIA Document G707)  

 

Figure 90: 3.5.9 Consent of Surety Company to Final Payment (AIA Document G707) 
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3.5.10. Consent of Surety to Reduction in or Partial Release of Retainage (AIA 
Document G707A)  

 

Figure 91: 3.5.10 Consent of Surety to Reduction in or Partial Release of Retainage (AIA Document G707A) 
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3.5.11. Construction Change Directive (AIA Document G714)  

 

Figure 92: 3.5.11. Construction Change Directive (AIA Document G714) 
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3.5.12. Contractor’s Affidavit of Payment of Debts and Claims (AIA Document 
G706)   

 

Figure 93: 3.5.12. Contractor’s Affidavit of Payment of Debts and Claims (AIA Document G706) 
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3.5.13. Contractor’s Affidavit of Release of Liens (AIA Document G706A)   

 

Figure 94: 3.5.13. Contractor’s Affidavit of Release of Liens (AIA Document G706A) 
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3.5.14. Cost Proposal Form for Interior Design Services  

 

Figure 95: 3.5.14 Cost Proposal Form for Interior Design Services Page 1 
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Figure 96: 3.5.14 Cost Proposal Form for Interior Design Services Page 2 
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3.5.15. Daily Report  

 

Figure 97: 3.5.15 Daily Report 
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3.5.16. Daily Testing  

 

Figure 98: 3.5.16 Daily Testing Page 1 
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Figure 99: 3.5.16 Daily Testing Page 2 
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Figure 100: 3.5.16 Daily Testing Page 3 
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3.5.17. HUD1  

 

Figure 101: 3.5.17 HUD1 Page 1 
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Figure 102: 3.5.17 HUD1 Page 2 
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Figure 103: 3.5.17 HUD1 Page 3 
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3.5.18. Planning Level Cost Estimate   

 

Figure 104: 3.5.18. Planning Level Cost Estimate Page 1 
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Figure 105: 3.5.18. Planning Level Cost Estimate Page 2 
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Figure 106: 3.5.18. Planning Level Cost Estimate Page 3 
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3.5.19. Pre-Mobius Request Form - Invoice   

 

Figure 107: 3.5.19 Pre-Mobius Request Form - Invoice 
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3.5.20. Project Closure Checklist   

 

Figure 108: 3.5.20 Project Closure Checklist 
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3.5.21. Project Estimate Worksheet   

 

Figure 109: 3.5.21 Project Cost Estimator Page 1 
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Figure 110: 3.5.21 Project Cost Estimator Page 2 
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3.5.22. Proposal Request (AIA Document G709)   

 

Figure 111: 3.5.22 Proposal Request (AIA Document G709) 
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3.5.23. Public Facilities Determination (PFD)   

 

Figure 112: 3.5.23 Public Facilities Determination (PFD) Cover Sheet 
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Figure 113: 3.5.23 PFD Page 2 – Adjacent Owners 
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Figure 114: 3.5.23 PFD Page 3 – Existing Conditions & Demolition Plan 
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Figure 115: 3.5.23 PFD Page 4 – Site Layout Plan 
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Figure 116: 3.5.23 PFD Page 5 – Grading Plan 
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Figure 117: 3.5.23 PFD Page 6 - Landscape Plan 
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3.5.24. Public Facilities Review   

 

Figure 118: 3.5.24 Public Facilities Review Memo Page 1 
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Figure 119: 3.5.24 Public Facilities Review Memo Page 2 
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3.5.25. Public Facilities Review Application   

 

Figure 120: 3.5.25 Public Facilities Review (PFR) Cover Sheet 
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Figure 121: 3.5.25 PFR Instructions 
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Figure 122: 3.5.25 PFR Application for a Public Facility Review 
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Figure 123: 3.5.25 PFR Application for Deferral of Traffic Impact Analysis (TIA) 
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Figure 124: 3.5.25 PFR Cultural Resources Assessment 
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Figure 125:3.5.25 PFR Cultural Resources Assessment and Record Check for Pending Development 
Applications 
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3.5.26. Punch List   

 

Figure 126: 3.5.26 Punch List Page 1 



3.4 Forms 
 

 

Rev: 10/2024 
 

255 

 

Figure 127: 3.5.26 Punch List Page 2 
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Figure 128: 3.5.26 Punch List Page 3 
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Figure 129: 3.5.26 Punch List Page 4 
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Figure 130: 3.5.26 Punch List Page 5 
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Figure 131: 3.5.26 Punch List Page 6 
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Figure 132: 3.5.26 Punch List Page 7 
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Figure 133: 3.5.26 Punch List Page 8 
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Figure 134: 3.5.26 Punch List Page 9 
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Figure 135: 3.5.26 Punch List Page 10 
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Figure 136: 3.5.26 Punch List Page 11 
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Figure 137: 3.5.26 Punch List Page 12 
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Figure 138: 3.5.26 Punch List Page 13 
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Figure 139: 3.5.26 Punch List Site Visit Page 1 
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Figure 140: 3.5.26 Punch List Site Visit Page 2 
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Figure 141: 3.5.26 Punch List Site Visit Page 3 
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Figure 142: 3.5.26 Punch List Site Visit Page 4 
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Figure 143: 3.5.26 Punch List Site Visit Page 5 
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Figure 144: 3.5.26 Punch List Site Visit Page 6 
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Figure 145: 3.5.26 Punch List Site Visit Page 7 
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Figure 146: 3.5.26  Punch List Site Visit Page 8 
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Figure 147: 3.5.26 Punch List Site Visit Page 9 
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Figure 148: 3.5.26 Punch List Site Visit Page 10 



3.4 Forms 
 

 

Rev: 10/2024 
 

277 

3.5.27. Request for Payment – Information Required to Obtain Contractor 
Payment  

 

Figure 149: 3.5.27 Request for Payment – Information Required to Obtain Contractor Payment 
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3.5.28. Request for Payment   

 

Figure 150: 3.5.28 Request for Payment  
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3.5.29. Request for Payment with Retainage   

 

Figure 151: 3.5.29 Request for Payment with Retainage  
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3.5.30. Right-of-Way Acquisition Report  

 

Figure 152: 3.5.30 Right-of-Way Acquisition Report 
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3.5.31. Settlement Checklist (Churches)  

 

Figure 153: 3.5.31 Settlement Checklist (Churches) 
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3.5.32. Settlement Checklist (Corporations)  

 

Figure 154: 3.5.32 Settlement Checklist (Corporations) 
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3.5.33. Settlement Checklist (Property Owners)  

 

Figure 155: 3.5.33 Settlement Checklist (Property Owners) 
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3.5.34. Solicitation Committee CXO Memo  

 

Figure 156: 3.5.34 Solicitation Committee CXO Memo Page 1 
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Figure 157: 3.5.34 Solicitation Committee CXO Memo Page 2 
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3.5.35. Solicitation Information Form for Construction Projects  

 

Figure 158:3.5.35 Solicitation Information Form for Construction Projects Page 1 
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Figure 159: 3.5.35 Solicitation Information Form for Construction Projects Page 2 
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3.5.36. Solicitation Information Form for RFP Professional Engineering 
Services  

 

Figure 160: 3.5.36 Solicitation Information Form for RFP Professional Engineering Services Page 1 
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Figure 161: 3.5.36 Solicitation Information Form for RFP Professional Engineering Services Page 2 
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3.5.37. Special Events Checklist  

 

Figure 162: 3.5.37 Special Events Checklist 
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3.5.38. Task Order  

 

Figure 163: 3.5.38 Task Order Page 1 
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Figure 164: Task Order Page 2 
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3.5.39. VDOT PWC Bond Acceptance Checklist  

 

Figure 165: 3.5.39 VDOT PWC Bond Acceptance Checklist 
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3.5.40. W-9  

 

Figure 166: 3.5.40 W-9 Page 1 
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Figure 167: 3.5.40 W-9 Page 2 
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Figure 168: 3.5.40 W-9 Page 3 
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Figure 169: 3.5.40 W-9 Page 4 
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3.5.41. Wire Transfer Notification 

 

Figure 170: 3.5.41 Wire Transfer Notification 
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3.5.42. Work Request Form 

 

Figure 171: 3.5.42 Work Request Form 



3.4 Forms 
 

 

Rev: 10/2024 
 

300 

3.5.43. Work Zone Safety Assistance  

 

Figure 172: 3.5.43 Work Zone Safety Assistance 
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3.5. Capital Projects Materials 
Materials Name References 

Agreement 2.6.5 Make the Offer 
Appraisal 2.6.1 Land Acquisition Overview 

2.6.5 Make the Offer 
Automated Forms in ASCEND 2.6.1 Land Acquisition Overview 
Binder of All Warranties from Contractor 2.4.3 Warranty Period 
BOCS Item for Public Hearing 2.2.2 Public Hearings 
BOCS Resolution 2.2.4 Alternative Analysis 

2.6.8 Condemnation (Quick-Take) 
2.8.1 Board Agenda 

BOCS Staff Report and Resolution 2.2.5 Contract Modifications 
2.2.13 Design Development (Roads) 
2.4.4 VDOT Acceptance 

Bond Acceptance Documents 2.4.9 Transition of Operating Budget 
Budget (General Fund) Forms 2.2.18 Building Review and Permitting 
Building Permit 2.2.1 Programming 
Building Program 2.4.9 Transition of Operating Budget 
CIP Forms 2.3.7 Commissioning 
Commissioning Report  2.2.17 Construction Documents 
Construction Documents 2.6.5 Make the Offer 
Construction Drawing 2.6.4 Secure Appraisal 
Construction Plan 2.2.11 Task Order 
Consultant’s Proposal 2.2.15 Design Development (Survey) 
Contract  2.2.5 Contract Modifications 
Contract Modification 2.3.3 Application for Payment 

2.3.4 Draw Downs for Bond or Lease-Funded 
Projects 

Copies of Invoices and/or Internal Charges 2.3.6 Construction Inspection (Roads) 
Daily Tickets 2.2.12 Design Development 
Design Drawings 2.2.7 Schematic Design 
Drawings by Consultants 2.2.7 Schematic Design 
Easements 2.6.5 Make the Offer 
EIS 2.2.9 Environmental Permitting 
FONSI 2.2.9 Environmental Permitting 
Geotechnical Report 2.2.1 Programming 
GPIN Parcel Listing 2.6.1 Land Acquisition Overview 

2.6.4 Secure Appraisal 
Intermediate Reports  2.3.7 Commissioning 
Letter from GC to County stating Change Over in Insurance 2.4.2 Acquire Insurance 
Letter to Trustee/Project Manager 2.3.4 Draw Downs for Bond or Lease-Funded 

Projects 
Letters to Citizens 2.2.3 Public Information Meeting 
Mortgage Information Sheet 2.6.5 Make the Offer 
NEPA Permit 2.2.8 Environmental Impact Studies 

2.2.9 Environmental Permitting 
Offer Letter 2.6.6 Negotiate 
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Materials Name References 
Permit Letter 2.2.14 Site Permitting 
Plat 2.2.16 Plat Preparation 

2.6.5 Make the Offer 
Professional Cost Estimate 2.2.12 Design Development 
 2.7.1 Determining Debt Sale Amount and 

Timing 
Project Plans 2.6.1 Land Acquisition Overview 
Purchase Order 2.6.4 Secure Appraisal 
Request for Proposal (RFP) 2.1.1 Kick-Off Overview 

2.6.7 Settlement 
2.7.1 Determining Debt Sale Amount and 
Timing 

Right of Entry 2.6.5 Make the Offer 
ROD 2.2.9 Environmental Permitting 
Scope of Work (SOW) 2.1.5 Establish Scope of Work - Design 
Site Plan Application 2.2.14 Site Permitting 
Solicitation Document 2.1.6 Request for Proposal (RFP) 
Summary of Expenses 2.3.4 Draw Downs for Bond or Lease-Funded 

Projects 
Supplemental Instructions 2.3.8 Construction (Buildings & Parks) 
Task Order 2.2.11 Task Order 

2.2.15 Design Development (Survey) 
Title Report 2.6.5 Make the Offer 
Titles 2.2.16 Plat Preparation 
Transmittals 2.2.4 Alternative Analysis 

2.2.6 Design Field Inspection 
2.2.8 Environmental Impact Studies 
2.2.9 Environmental Permitting 
2.2.13 Design Development (Roads) 
2.2.14 Site Permitting2.2.18 Building Review 
and Permitting 
2.3.9 Construction (Roads) 
2.4.4 VDOT Acceptance 
2.5.1 Identify Existing Utilities and Conflicts 

UFI 2.5.1 Identify Existing Utilities and Conflicts 
Utility Service Work Order 2.2.11 Task Order 
VDOT 2.2.8 Environmental Impact Studies 

2.2.13 Design Development (Roads) 
Vendor Contract List  2.6.2 Title Search 

2.6.4 Secure Appraisal 
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