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 1. AUTHORITY 
1.1 Article VI, Section 7a, of the City Charter of the City of Houston. 

 
2. PURPOSE 

2.1 To document the process for preparation, review and approval of annual five-year Capital 
Improvement Plans (CIP). 

 
3. OBJECTIVE 

3.1 To describe the process for preparing the annual five-year CIP. 
3.2 To provide written guidelines for the annual preparation of the CIP. 
3.3 To define responsibilities in the process for annual preparation of the CIP. 

 
4. SCOPE 

4.1 This administrative procedure is applicable to all City departments responsible for the 
initiation and management of capital projects proposed for, or to be included in, the CIP. 

 
5. DEFINITIONS 
3-1-1 CIP Module – A system enabling the 3-1-1 Division of the Administration & Regulatory 
Affairs Department (ARA) to receive and direct requests and proposals received from citizens and 
related to the City’s capital improvement plan (defined below) to the appropriate city department, 
City Council district office, or both. 
Capital Improvement Plan (“CIP”) – A plan setting forth proposed capital projects and related 
expenditures to be incurred in the succeeding fiscal year, and each fiscal year following, over a 
rolling period of five (5) years, describing each project, its source of funding and the amounts 
allocated to the various stages, phases or aspects of the project. 
Program Category – Category used to identify the specific use of funds typically synonymous 
with a department name or division. 
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6. RESPONSIBILITIES 

6.1 The City Council shall review and approve the five-year CIP concepts, processes, criteria 
for project selection, and adopt the CIP. 

6.2 The City department responsible for a project requiring the expenditure of capital funds 
and proposed to be included in the CIP shall, with respect to such project, prepare project 
requests in accordance with guidelines established as set forth in the Council Resolution 
83-91 (Attachment B). Long-range departmental planning will be used to determine the 
feasibility of requests for capital projects, for developing cost estimates and schedules for 
proposed capital projects, and for rating capital projects based on established 
departmental criteria. 

6.3 For departments that utilize the General Services Department (GSD) for implementation 
of CIP projects, GSD shall assist the departments in (1) developing master plans; (2) 
conducting facility needs assessments to develop and prioritize departmental project 
requests; (3) analyzing the cost impact of renovating versus replacing facilities; (4) 
reviewing all departmental project requests as a whole for future consolidation 
opportunities; and (5) reviewing projects’ feasibility, cost estimates and scheduling of 
activities and the City's capacity to construct the projects within the time frames estimated 
by the departments. Public Works & Engineering Department and Houston Airport 
System will perform similar tasks for their departments. 

6.4 The Finance Department (Finance) shall have the responsibility for coordination of all 
procedures necessary to prepare the annual five-year CIP. 

 
7. PROCEDURES 

7.1 The currently adopted five-year CIP will serve as the base for each departmental 
program. This includes projects in year one that will not be appropriated during the 
current fiscal year and projects detailed in years two through five. For each project, the 
implementing department will review and, if necessary, update the project details 
including feasibility, scope, justification, cost estimate and project ranking. 

7.2 Finance will annually initiate the CIP update and will provide to each department: (1) a 
detailed timeline of milestones including submittal deadlines; (2) instructions for 
submission of project requests; and (3) all required submission forms. 

7.3 Finance will set the preliminary CIP budget for Public Improvement Bond (PIB) supported 
program categories. Upon department receipt of the Finance capital budget, enterprise 
Fund administrators will develop preliminary CIP budgets for categories supported by 
enterprise funds. 

7.4 Programs to ensure and accommodate public participation in the CIP update process 
shall be provided and managed by the Mayor’s Citizens’ Assistance Office (CAO) in a 
manner to support the timeline established by Finance. The CAO shall ensure that 
provisions are in place to effect public comment and participation in the process via the 
following methods: 

 7.4.1 Citizens may provide input and request projects year-round via the 3-1-1 CIP 
Module. This information will be routed to appropriate departments for handling 
through existing 3-1-1 processes and procedures; 
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 7.4.2 City Council Members or their offices; and 
 7.4.3 At the request of a Council Member, neighborhood meetings may be held in each 

of the council districts, generally in January or February. Council districts with 
significant geographic regions may request two neighborhood meetings. At the 
meetings, departments will provide updates on the implementation of projects in 
the adopted CIP. Citizens shall be given the opportunity to voice concerns about 
capital projects in the adopted CIP and to propose projects or highlight problem 
areas for consideration and ranking in future CIP planning efforts. 

7.5 Each department will propose a draft five-year CIP that takes the base, adjusts for annual 
funding limitations and incorporates new candidate projects that have been selected 
based on on-going departmental planning efforts and public input as described in Council 
Resolution 83-91 (Attachment B). 

7.6 For departments that utilize GSD for implementation of CIP projects, GSD will evaluate 
proposed projects based on: (1) master planning efforts; (2) facility needs assessments; 
(3) cost impact of renovating versus replacing a facility; (4) consolidation opportunities; 
and (V) feasibility of the requested project. 

7.7 Finance will compile each department’s proposed CIP to ensure that it meets annual 
funding limits supported by City debt models. 

7.8 Upon completion of the tasks set forth in 7.7, Finance shall review the proposed plan with 
the appropriate City departments. 

7.9 Upon completion of departmental reviews of the proposed CIP, the proposed CIP will be 
transmitted to the Mayor for review. Input from the Mayor will be communicated to the 
departments for response and, if necessary, revisions to the proposed CIP. 

7.10 Upon final approval by the Mayor, Finance will distribute the proposed CIP to all Council 
Members, present a copy to the fiscal affairs committee of City Council, and coordinate 
meetings with each Council Member to review the proposed CIP with GSD and PWE. 

7.11 Any suggested changes to the proposed CIP by a Council Member will be subject to 
review by the Administration. Any accepted changes will be submitted as amendments to 
the proposed CIP and distributed by the Finance Department to the Mayor, all Council 
Members, and the City Secretary. 

7.12 The City Council will formally review and take action on the CIP. 
7.13 Finance shall make the adopted CIP available on the City of Houston website.  
 

8. CONFLICT AND REPEAL 
8.1 This Administrative Procedure supersedes Administrative Procedure No. 2-7, signed 

9/26/2001, which shall be of no further force or effect. 
 

9. PROGRAM CATEGORIES 
9.1 Programs supported by Public Improvement Bonds 
 9.1.1 Code C - Fire Protection Facilities Improvements 
 9.1.2 Code D - General Government Facilities Improvements 
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 9.1.3 Code E - Library Facilities Improvements 
 9.1.4 Code F - Parks and Recreation Facilities Improvements 
 9.1.5 Code G - Police Protection Facilities Improvements 
 9.1.6 Code H - Public Health Facilities Improvements 
 9.1.7 Code L - Solid Waste Facilities Improvements 
 9.1.8 Code M - Storm Drainage Systems Improvements 
 9.1.9 Code N - Street and Traffic Control Facilities Improvements 
9.2 Programs supported by Enterprise Funds 
 9.2.1 Code A - Airport Facilities Improvements 
 9.2.2 Code B - Convention and Entertainment Facilities Improvements 
 9.2.3 Code R - Wastewater Treatment Systems Improvements 
 9.2.4 Code S - Water System Improvements 
 9.2.5 Code U - Combined Utility (Drainage) Improvements 
 

10. ATTACHMENTS 
10.1 Attachment A – CIP Flowchart 
10.2 Attachment B – Council Resolution 83-91 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attachment A 
CIP Flowchart 
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Attachment B 
Resolution 83-91 
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