
Interoffice 
MEMORANDUM          May 24, 2007 
 
To:  Private Developers, Consulting Engineers, Contractors and Engineering Division Staff 
 
From:  Matthew Holzapfel, P.E.  -  City Engineer 
 
Subject: Requirements for Record Drawings and Plats for Private Development Projects 
 
The contractor shall arrange an appointment with the assigned City Public Works Construction Inspector (PWCI) to 
review his “marked-up” field set of civil drawings prior to submitting to the consulting engineer. This “marked-up” 
field set should have notes and changes identified for all deletions, additions, change orders, addendums and other 
changes to the plans. This “marked-up” field set must be approved by the assigned PWCI. Once approved by the 
PWCI the contractor shall submit the “marked-up” field set to the consulting engineer who prepared the plans for 
preparation of record drawings and digital files that meet the below requirements. 
 
Engineering Firms for Private Development Projects shall submit the following to the assigned City Public Works 
Construction Inspector: 
 
Record Drawings (As-Builts): 
 
 2 Blackline (24” x 36” or 22” x 34”) Copies & Associated Electronic Files. 
 
 These record drawings shall be sealed by the engineer of record in accordance with the Texas Board of 

Professional Engineers Policy Advisory Opinion Regarding Record (As-Built) Drawings – Issued February 8, 
2007, available at web address (http://www.tbpe.state.tx.us/nm/pa18.pdf). 

 All sheets of the approved civil drawings with all details shall be included. 
 All changes shall be shown and noted in the revision block. 
 Revisions shall be drawn using accepted drafting standards and shall be neat and easily read and interpreted. 
 Line work and notes related to work deleted or changed shall be omitted from the drawing. All information on 

the blackline copies shall be crisp with well defined lines and lettering. The information shall have high 
contrast and be capable of producing a high quality, legible microfilm and scanned image. 

 An electronic copy of the record drawings shall be submitted on CD-ROM in both AutoCAD (.dwg file format) 
and TIFF Class IV, 400 dpi format. The .dwg files for the plan set may be in either model or paper space. 

 The City Public Works Construction Inspector shall give the two blackline record drawing copies to the 
Engineering Division GIS staff for indexing, filming, scanning and placement in the City record drawing 
database. The GIS staff member receiving the blackline drawings and CD-ROM from the PWCI shall sign and 
date the Project Final Acceptance Check-Off List. The Engineering Division GIS staff will also distribute one 
copy of the blackline record drawings to the Fire Marshall. 

 
Plats: 
 
 An electronic copy of the Final Plat (without signatures) must be submitted to the Planning and Zoning Office 

on CD-ROM in AutoCAD 2006 or later in .dwg file format. The AutoCAD drawing must be in “model-space”. 
The plat must show two property corners in grid coordinates. Grid coordinates must be referenced to a City 
GPS point. The grid coordinates must be in North American Datum (NAD) 83, Texas State Plane, North 
Central FIPS Zone 4202. This electronic copy does not need a seal. This copy will be used by the GIS 
technicians to place the plat properly on the updated street maps. 

 

No Certificate of Occupancy of any sort shall be approved by the 
Engineering Division until an acceptable set of record drawings and 

associated digital files are received and approved. 
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