
 
PRE-INSTALLATION CONFERENCE 

Airport  
Tenant  
Project Title  
Date          Time                     
 
 TIP#   
   

 
TENANT PROJECT INFORMATION 

TENANT Name:  
 

 Phone:   Fax:  
 Person to Contact:  
        Email: 

ARCHITECT/ENGINEER Name:  
 
 

Address:  
   
   
 Phone:   Fax:  
 Person to Contact:  
                                                             Email: 

GENERAL CONTRACTOR Name:  
 
 Address:  
   
 Phone:   Fax:  
 Person to Contact:  
        Email:        
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A. Pre-Installation Requirements 

 Estimated Cost  $                    

 Estimated Construction Schedule Start date:                   Completion Date:  

1. Submit the following to the HAS-Construction Division: 

  1 full size & 7 sets of ½ size plans and specifications 
  Construction Schedule 
  1 Copy of required City building permit(s) 
  1 Copy of  FAA permit for height restrictions (Form 7460.1) 
  1 List of subcontractors (names and addresses) 
  Proof of insurance (Original – indicating City of Houston as Additional Insured) 

 

2. Obtain badge forms from Airport Management or your tenant sponsor. 

3. Please notify Mr. James Hill 48hrs In advance by e-mail (james.hill@cityofhouston.net) and/or by phone at 
(281) 230-8905 of any required utility outages that will have an impact on the Airport, i.e., Water, Elect, 
HVAC, Sprinkler System, Fire Alarm, Coring. 

B. Post Installation Requirements 

1. Per the design approval letter, please provide record drawings in Auto-Cad 2004 version on a compact disk 
to HAS – Planning Division Attention to: Ms. Niki’ Jackson. The submittal disk must be labeled with the 
TIP number, tenant name, project name, and contact phone.    

2. Submit Certificate of Occupancy (Tenant and Architect) to Niki’ Jackson (if applicable). 

3. Notify Mr. James Dean 24hrs In advance by e-mail (james.dean@cityofhouston.net) and/or by phone at 
(281) 233-1551 for a Final Inspection walk through of the project. 

 

C. General Information 

1. Notice to proceed will be given upon completion of items listed as "Pre-Installation Requirements” and 
submittal of all required Tenant Construction forms. 

2. All Installations/Construction shall be done in accordance with the Plans and Specifications approved by 
the Director of Aviation.  All work will be subject to inspections at all times to assure compliance with 
approved Plans, City of Houston Building Codes, HAS Specifications and Standards and other applicable 
government rules, regulations, ordinances, and laws governing such construction. 

3. All changes must be sequentially numbered and submitted as revisions.  All changes require a resubmittal 
(five [5] sets of prints) to HAS-Planning Division, Attention: Mr. Massoud Dioun. 

4. HAS Planning will require a permit from FAA approving the use of a crane.  Form 7460 must be 
completed and submitted to Massoud Dioun (Massoud.Dioun@cityofhouston.net). If approved, a crane 
raised at night requires obstruction lights and a strobe light to be installed at the highest point.  Daytime use 
requires a fluorescent orange flag to be attached at the highest point.  
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5. The contractor is responsible for total security in this area of work.  Restricted areas should be secured by 
closing and locking or by guard.  I.D. badges and contractor parking must be coordinated through HAS 
Plan Review (Jose.Alvarez@cityofhouston.net). 

6. All installation /construction areas shall be kept clean and free of debris, trash, etc., and must not be hazard 
to employees or the public. 

7. Should any suspected hazardous material be encountered, all construction activity must cease at once, the 
area evacuated and secured to prevent exposure to any personnel, and the HAS inspector notified 
immediately. 

8. Notify the Facilities Dispatcher (281/230-3024) "First" for every event impacting the airport or requiring 
coordination on this project. 

 

END 
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