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The SvyCR – Survey Construction Staking Request (SvyCR) process is the only means of
requesting survey staking information from PBOT Survey on ongoing PBOT projects. It is
essential that these requests are submitted and reviewed promptly, and that all information is
provided accurately and clearly. The following directions detail both the process itself and
instructions on how to complete a staking request in a manner that will avoid any delays due to
revision requests.
It is essential that the SvyCR process be moved forward as soon as possible.
Failure to do so could result in delays in completing the request.
Important: It should also be noted that the SvyCR process will not be available for use
until the SvyCD – Survey Construction Data Setup (SvyCD) process has been completed. If you
are unable to find the SvyCR process, check to ensure that the SvyCD process has moved past
the “Survey Mapper Review” step. If this is not complete the Construction/Contract Manager
should contact Survey Management to discuss.
Additionally, this process is for requesting survey services from PBOT Survey only. Please
do not use this process to request services from contract surveyors (e.g. FHWA/ODOT funded
projects). Failure to heed will result in non-participation of Federal reimbursement.
Given the important timing of staking requests, an Outlook rule on the subject line term
“SvyCR” will help flag any e-Builder notices regarding this process to help ensure they are not
overlooked.

Access Rules Wizard:
Filter Subject by “SvyCR”
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Process Workflow

Actors: CM, Tech, Insp,
Svy Mgmt, 4
Contractor, 2 CED
Supervising Engineer

Process Initiation

Actors: CM, Insp (Back-up only)
Notice: None
Escalation: Every 24 hrs to Sr Eng

Review and Approval
Actors: Svy Mgmt
Notice: None
Escalation: Every 24 hrs to Svy
Sup; Weekly for “Topo”

Actors: PI, CM, Insp.
Notice: PI
Escalation: Every 24 hrs
to Sr Eng

Actors: Mapper, Crew, Previous
Actor
Notice: PI
Escalation: Work to Start, then
every 48 hrs to Svy Mgmt

Actors: CM, Tech
Notice: PI
Escalation: Every 24 hrs
to Sr Eng

Need Data Loop

Notice: PI

Actors: Mapper
Notice: None
Escalation: Every 24 hrs
to Svy Sup
Actors: PI, CM, Tech
Notice: None
Escalation: Weekly

Role Abbreviations:
CM = 2 Construction Manager
Crew = 2 Survey Crew
Insp = 2 Field Inspector
Mapper = 2 Survey Mapper
PI = Process Initiator
Sr Eng = 1 Construction Senior
Engineer
Svy Mgmt = 1 Survey Management
Svy Sup = 1 Survey Supervisor
Tech = 2 Engineering Technician

Completion & Delivery

Cancel Notice: CM
Finish Notice: CM, Insp,
Svy Mgmt

Email to PI

The instructions below detail the specific steps and “Actions” to be taken at each step of
this process. For details on the data to be entered at each step, see the directions beginning on
page 12.
Additionally, the blue sections on each data entry form detail specifics for both the
process steps (top section) and data entry. These directions also flag special items (Topo

Available “Actions”
are detailed here
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projects or specific items to pay attention to). Be sure to review those directions each time
before moving forward.

Reminder – To Take an Action:
Select the appropriate action in the drop down located both at the top and bottom of the
screen, then click “Take Action”. e-Builder may prompt additional steps, like leave a comment or
assign actors. In this case follow the prompts then click the button “Yes, [Action]”. If there is
only one action option, the “Take Action” button will be replaced with that action and the drop
down will not appear.
2

1

Most process steps can also be delegated to others if necessary. Use the “Delegate”
button and select the personnel who will have the necessary information to complete the
current step.
Process Initiation
When starting the process, be sure to carefully and completely fill out all information
requested in the form. Missing information or inaccurate descriptions of the work to be done
can result in work delays. Please carefully review the Data Entry section beginning on page 12.
•

•

Actors: This process can be initiated by anyone within the following project roles:
o 1 Survey Management
o 2 CED Supervising Engineer
o 2 Construction Manager
o 2 Engineering Technician
o 2 Field Inspector
o 4 Contractor
Actions:
o Submit: Once the data entry has been completed, this will submit the request to the
Construction Manager and Inspector for review and approval.
Note: If a SvyCR process is initiated by the CM Team, it will still need to be approved.

Expect the process to loop back to you for approval.
Review and Approval
Each request must be approved by the Construction Manager and Survey Management
prior to the start of any field work. While the request is in the review process, and moving
forward, the status will be set to “Pending”.
These steps must be reviewed and moved forward as quickly as possible to avoid
delays.
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CM Team Review
Please review and edit the request as needed. Pay special attention to the Billing &
Request Information (see page 13) as the Contractor may not have the proper information on
hand to complete this portion. Editing at this step is limited to the “Billing & Request
Information” section, if changes are needed to the actual request items use the “Revise” action.
Both the Construction Manager and Field Inspector are designated as actors for this
step. However, the approval for the work should always come from the Construction Manager.
The Inspector is included as a backup only when the Construction Manager is unavailable to
provide prompt approval.
•
•

•
•

Actors:
o 2 Construction Manager
o 2 Field Inspector
Actions:
o CM Approval: If the request is approved as written, the Construction Manager should
take this action to submit the request to Survey Management for approval.
o Inspector Approval: (See directions above.) This action will also submit the request to
Survey Management for review and approval but notes that it was approved by
inspection.
o Revise: This will send the process to the “Initiator Revise” step. Be sure to clearly
delineate any corrections or modifications are necessary in the comments.
Notifications: None
Escalation: After 24 hours the step will escalate to include the 1 Construction Senior
Engineer, with reminders every 24 hours thereafter.

Initiator Revise
Please review the comments made by either Survey or the Construction Management
teams and make the necessary corrections or to cancel the request. While in the revision step,
the status will change to “Rejected”.
Ideally, these corrections would be made by the Process Initiator only. However, for
expediency, this is also open to the Construction Manager and Inspector. It would be best if the
Process Initiator was at least “in the loop” if making changes to the actual request items.
•

•

Actors:
o Process Initiator
o 2 Construction Manager
o 2 Field Inspector
Actions:
o Resubmit: Once the requested changes have been completed, this will submit the
request to the Construction Manager (CM) and Inspector for review and approval.
Only the Process initiator should “Cancel” an existing SvyCR Process Instance.
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o Cancel: This action will cancel the request. Only the Process Initiator should take this
action.
Notifications: Notice of a cancelled request will be sent to the Construction Manager.
Escalation: After 48 hours, reminders will be sent every 2 days.
Note: If a SvyCR process is resubmitted by the Construction Manager or Inspector, it will

still need to be approved. Expect the process to loop back to you for approval.
Survey Review
Review the Staking Request and assign the “Work to Start” date. E-Builder will
automatically assign the next step to the project Mapper and Crew, if other personnel will be
responsible for completing this request, be sure to add them when taking the “Forward” action.
•
•

•
•

Actors:
o 1 Survey Management
Actions:
o Forward: Once the “Work to Start” date has been entered, use the “Forward” action
to send the process to the “Field Work to be Completed” step. Note: if a different
Crew/Mapper will be working on this request be
o Revise: This will send the process to the “Initiator Revise” step. Be sure to clearly
delineate any corrections or modifications are necessary in the comments.
Notifications: Notice will be sent to the Process Initiator with the Forward action.
Escalation: After 24 hours the step will escalate to include the 1 Surveying Supervisor,
with reminders every 24 hours thereafter.

Survey Topo Review
This step is identical (except as noted below) to the one above with the addition of a
heading at the top to flag the need for topographic information. Follow the steps as above but
ensure that the Project Support Technician is engaged, if necessary, for package setup and/or
SurveyManagement database object creation.

•

Escalation: Weekly after the first week.

Need Data Loop
This process loop is reached from the “Field Work in Progress” step described below on
page 9. In this instance, it was determined that the initial design delivery data provided during
the SvyCD process was incomplete, contains errors, has been subjected to a change order or
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otherwise needs support from the design team. While in the “Need Data Loop” the process
status will be set to “Rejected”.
It is essential that these steps are completed as quickly as possible as the
staking request is on hold until it is complete. Entering this loop will cause a delay
in completion and reset the “Work to Start” date.
Data Request
At times the mapper or field crew will not have enough information to complete the
request. For example, surveyors may have identified an error in the gutter profile that will
conflict with an ADA ramp. Carefully review the comments provided by Survey and work to
collect the required information. Zip and attach the requested data to the process.
If someone else should be responsible for this step, use the “Delegate” button and
assign them to the process. It would be best to follow-up the delegation with a phone call or
email to ensure that they understand their responsibilities. (Note: The design team assignments
in e-Builder may not have been kept up to date through construction, please ensure that you
delegate the task to the right person.)
In addition, the current actors can use the “Accept” button to inform the other actors
that they are assuming responsibility for the process and no further action is needed by them. It
is not advisable to use the “Decline” button unless you already know that the other actors are
“on-it”.
•
•

•
•

Actors:
o 2 Construction Manager
o 2 Engineering Technician
Actions:
o Submit: Once the data entry has been completed, this will submit the request to the
Survey Mapper for review and subsequent completion.
o Revise: This will send the process to the “Initiator Revise” step. Clearly delineate the
changes to be made to the original request information in the required comments
field.
Notifications: Notice will be provided to the Process Initiator to inform them there will be
a delay.
Escalation: After 24 hours the step will escalate to include the 1 Construction Senior
Engineer, with reminders every 24 hours thereafter.

January, 2022

e-Builder Survey Construction Staking Request

Page 8 of 23

PBOT ESG Survey

e-Builder Survey Process Instructions

Mapper Re-Review
Review the data provided and begin preparing the appropriate staking data. Speak with
the supervisors to include an updated “Work to Start” date and add any non-default field staff
members to the “Field Work in Process” step.
•
•

•
•

Actors:
o 2 Survey Mapper
Actions:
o Forward: Return the process to the “Field Work in Progress” step. Be sure to update
the “Work to Start” date and include additional actors per Supervisor Instructions.
o Need Data: This will return the process to the “Data Request” step for further
information/correction. Be sure to clearly delineate any corrections or modifications
are necessary in the comments.
Notifications: None
Escalation: After 24 hours the step will escalate to include the 1 Survey Management
team, with reminders every 24 hours thereafter.

Completion & Delivery
Once all approval steps have been taken, Survey staff will complete the request.
Field Work in Progress
Complete the work as requested. Field staff should work directly with the mapper if they
are unable to complete the work due to insufficient or incorrect staking data. Use the “Need
Information” action to return the request to the Construction Management Team to acquire
additional data (see Need Data Loop instructions above). The status will change to “Received”
while in progress.
Once the work is completed, update the “Survey Use Only” section and leave any
appropriate comments in the data grid in the “Request Items” or “Comments” section. Attach all
cut-notes to the process.
•

•

•

Actors:
o 2 Survey Crew
o 2 Survey Mapper
o Previous Actor
Actions:
o Deliver: Once the work has been completed, this submits the process and all
attached notes/comments to the appropriate personnel.
o Partial Delivery: This will send a notice to the Process Initiator that some (but not all)
the work has been completed. (See details below)
o Need Data: This action should only be taken by the Mapper. This will send the
process to the “Data Request” step and reset the “Work to Start” date. Be sure to
clearly delineate any corrections or modifications are necessary in the comments.
Notifications: Notice will be sent to the Process Initiator that the work has been approved
and is in progress.
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Escalation: A reminder will be sent on the “Work to Start” date and will escalate to the 1
Survey Management team every 48 hours thereafter.
Note: There will be a data check before delivering. If the data in the “Survey Use Only”

section is not completed correctly the process will return to this step for proper completion. The
“ACTION REQ’D” email will include the phrase “FAILED DELIVERY”.

Partial Submission Loop
If a portion of the work has been completed, and you would like to send notice to the
Process Initiator, use the “Partial Delivery” loop. Be sure to complete the “Item Completed”
section of the data grid in the “Request Items” section (see page 14) to identify what has and
has not been completed and attach any relevant cutnotes.
Once this action is taken, the process will automatically loop back to the “Field Work in
Progress” step for final completion.
Delivery Email
This is an automated step on the completion of any Staking requests. To ensure that
notice of final completion is sent promptly, e-builder will send a separate email to the Process
Initiator which will include an attached mail merge document with basic request information
and any attached cutnotes.
Topo CM Review
Actors: Process Initiator, 2 Construction Manager and 2 Engineering Technician
This step will only appear if the Process Initiator selected “Topo” in the “Request Type”
section. The only purpose of this step is to allow the Process Initiator and Construction
Management Team to add recipients to the final delivery of the process.
•

•
•
•

Actors: This process can be initiated by anyone within the following project roles:
o Process Initiator
o 2 Construction Manager
o 2 Engineering Technician
Actions:
o Accept: This will close out the process. Add recipients as needed.
Notifications: None
Escalation: Reminders will be sent weekly.
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Non-Actor “Action”
To view a process which is finished or you are not an actor, go to the project processes
page and set the filtering to include “All Processes” and check the “Draft”, “Open” and
“Finished” processes as needed.

Select “All Processes”
Select the Project

Filter by process type

Check as appropriate

Click “Filter”

List of process by
filtered criteria

Once the list is filtered, click on a process to view the details. You can view any
information, exhibits or comments on the process.
Modifying an Active Request
If a request has already proceeded to survey, please leave a comment clearly describing
the modifications needed. Promptly follow up the comment with a call either to the construction
management team or survey management to ensure that the change is noticed, approved and
responded to in a timely fashion.
Requesting an Action
If you are not an actor and need an action taken, use the request comment feature to
request the current actor(s) to take the appropriate action.
Usually, this will occur when a substitute survey crew is working on the project. When this
occurs, attach the deliverable items as needed and request comment to the assigned mapper
to complete delivery.
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Data Entry
Complete and accurate data entry is the best way to ensure prompt completion of each
SvyCR process.
Data Fields
The following sections describe the information requested at each step. It should be
noted that not all fields will be present at all steps. As data is entered, be sure to pay attention
to:
•
•
•

Fields with a * next to them are required. E-Builder will not allow an action to be taken if
those are incomplete.
Many fields have a default value. Be sure to familiarize yourself with those values so that
they are not overlooked when they need to be changed.
The instructions at the top of each section and the available data fields will change
depending on the step.

Request Type
The “Request Type” option primarily effects the timing of a request. (See “Topo v Staking
Requests” on page 20 for additional information).

•

Request Type: Please indicate if this request is for general staking or
topographical/design related work.
o Staking: Most requests in construction can be left as the default “Staking” option.
This will proceed as a normal staking request.
o Topo: Select this option if there are topographic data, as-built information, monitoring
or other design related issues to be addressed in this request.
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Billing & Request Information
This section is particularly important to ensure that each request is billed and tracked
accurately. The Process Initiator, should do their best to complete the billing information, but it
is the responsibility of the Construction Manager to ensure that it is entered correctly.

•

•
•
•

Request ID: Each individual request will require a short (20 character) description that
will need to be unique for each request. While it would be fine to simply number
requests, informative descriptions are preferred. This text will be reproduced in the file
names on cutsheets. Examples:
o Use a sheet or detail number: “C01-C03 Sewer” or “2F-3 & 2F-4 Corners”
o Use a location: “S Curb Foster @122nd” or “58 & Glisan Corners”
o Use a MH Run or Other Item Descriptor: “MH02-MH03-MH04” or “E Side Sawcuts”
Request Date: This field will be automatically populated once the initial submission is
completed. This field will represent the date the process was started and will not change
throughout the process.
Request Number: This field will also automatically populate increasing incrementally with
each SvyCR instance.
Work to Start: Only Survey Management is permitted to edit or enter this information.
Once the request is received by Survey, a work to start date will be entered in this field.
o Typically, this will be 3 working days after it enters the Survey Management Review
step but may be modified to up to 5 working days if scheduling concerns are
prohibitive. (See page 21)
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Bill To: Identify the Bureau the work is to be billed to. Typically, this can be left as PBOT,
but some projects (typically LID projects) may have agreements in place where specific
work will be billed to the facility owner. Please direct any questions regarding these fields
to the Construction Management Team.
The Construction Management Team should carefully review all billing
information during the initial review steps. It is not the contractor’s responsibility
to manage the City’s internal billing system.

•
•
•

o PBOT: Default Value. Most PBOT projects are simply billed to PBOT irrespective of the
nature of the work.
o BES (Sanitary/General): Use this when work is being done on sewer facilities when
appropriate.
o BES (Storm Only): Use this when the work is being done for stormwater facilities and
there is a separate Storm v. Sanitary Billing number.
o Water: Use this for staking water facilities.
o Other: Select this when the billing does not match the options above and clearly
specify in the “Billing Comments” section where to bill.
 Note: If a request is to be billed to multiple numbers, it is Survey’s preference that
they be submitted as separate requests. Otherwise, please use the “Other” option
and specify how and what to bill to in the “Billing Comments” Section.
Billing Comments: Specify any unique or unusual billing for this request. If this is an
urgent/emergency request (see page 21) please indicate of overtime is authorized for its
completion.
Re-Stake Request: Indicate if this request is for re-staking. (See page 22)
o This will default to “No” but should be updated if necessary.
o Note: Re-staking requests should be submitted separately from other requests.
Timing Comments: Please indicate any scheduling concerns regarding the completion of
this request. (See typical timing related issues on page 21)
o The default value is in accordance with the minimum standards outlined in the
Construction Staking Specials (see page 23).
o Additional steps are necessary for any request needing a “Work to Start” date of less
than 5 days. Please see “Urgent/Emergency Requests” on page 21 for directions.
o For topography or other non-staking types of requests, please indicate when you
need the work completed by.

Request Items
The “Request Items” section is where the work is described. Be sure to describe the
work carefully and clearly, and any preferences regarding that work. It is OK to group items that
are similar in nature and priority.
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Request Item: It is quite sufficient to number each item one through whatever. However,
if possible, please use a more informative item identifier: sheet number, corner number,
MH id, location, etc.
Request Detail: Clearly describe the item to be staked and any preferences for offset
intervals, distance and direction.
Deliverables: For most items, this can stay with the default “Cut Note(s) & Field
Marks(s)”. If a specific or unusual deliverable is requested, please clarify.
Survey Comments: This field is for survey to leave any line-item related comments or
deviations from the instructions.
Item Completed: Most of the time, this field will be left blank. When Survey uses the
“partial delivery” loop (see page 10) Survey will indicate what items have been
completed at that time.

Using the Data Grid
The data grid feature used in the request items is sufficiently unusual that it deserves
some additional directions.
To add a line to the table, the initial data must be entered in the “Add New Item for
Request Items” section immediately below the actual data grid. Enter the items and click “Add”
to add the line or “Clear” to clear the data and not enter anything.

Enter the information here.
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Once entered, the data will populate the “Request Items” section. You can further edit
these items by clicking on the pencil icon or click “Delete” to remove the line.

Delete an entry

Edit an entry

Add another line

You can add any number of lines as appropriate to the request. Do not forget to click
“Add” each time or the item will not populate to the data grid.
Exhibit Map & Comments
Attach the exhibit map and leave any comments for special or unusual circumstances
that need to be communicated to the field staff. See page 18 for instructions on how to create a
clear exhibit map.
As an aside, it may seem redundant to provide a verbal listing (above) and exhibit for
each request. However, requiring this serves as a simple check to ensure that there was no
miscommunication (e.g. typo’s) in the description of work.

•
•

Exhibit Map: Drag and drop the exhibit map pdf.
Special Comments: Please leave any special comments in this section specifically as it
relates to the field staff completing the work. For example:
o Order of Work: When the request will take more than two days to complete, it is ideal
that the line items above are prioritized. E.g. “Please complete the work from west to
east.” or “Please stake the items in the order listed above.”

January, 2022

e-Builder Survey Construction Staking Request

Page 16 of 23

PBOT ESG Survey

e-Builder Survey Process Instructions

o Field contact/coordination: If Survey’s field staff would need to contact someone on
site or otherwise coordinate the work, please let them know here. E.g. “Please call
Bob the Foreman at 555-1234 when on site, so we can get Crazy Joe to take his
backhoe of ultimate doom elsewhere.” or “Please call the inspector when work is
complete.”
o Flaggers: This deserves special attention, if the contractor is obligated to provide
flagging services for the work to be completed, please let them know whom to
contact to make arrangements.
Survey Use Only
The following fields will appear in the “Field Work in Progress” and “Mapper Re-Review”
steps and provide information for survey and serve as a speed bump to ensure the proper
completion of the process.

•
•

•

Survey File Naming Template: This is an automatically generated field that provides a
sample template for cutsheet file naming.
Field Work Complete: Complete this field prior to taking action.
o Yes: Select this option when all work is complete.
o Partial: Select this for partial delivery. To indicate that there is additional work to be
completed.
o No: This option will force the process to loop back to the “Field Work in Progress”
step without doing anything.
Files on FOT: Complete this field prior to taking action.
o Yes: Select this option when all notes and other appropriate deliverable files have
been properly archived on \\pdotnt\SurveyTransfer\FIELDOFFICE TRANSFER.
o N/A: Select this option when there are no deliverable items beside field marks.
o No: This option will force the process to loop back to the “Field Work in Progress”
step without doing anything.
It is important to note, that if the “Field Work Complete” and “Files on FOT” fields are set

to “Partial” or “No” the “Deliver” action will fail. When this occurs, you will receive an additional
“Action Req’d” email and the process will loop back into your court. Please update these fields
accordingly and retake the “Deliver” action.
Process Log
While this data is available by viewing the “Show History” it is duplicated here for quick
reference. If a process passes through a step multiple times (usually due to requests for
revisions or additional data), only the most recent pass through will be indicated. These fields
will be locked and updated as the process moves from step to step.
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Contractor Submission: This field will indicate the date the process is initially submitted
and/or has been revised by the process initiator.
Inspector Approval: This field will update when the inspector either approves or rejects a
request.
CM Approval: This field will update when the Construction Manager/Technician either
approves or rejects a request.
Survey Management Review: This field will update when the Inspector either approves or
rejects a request.
Adt’l Data Submission: This field will update as it moves through the “Need Data Loop”
described on page 7.
Request Completed: This field records when the process was completed by Survey.

Exhibit Maps
The primary purpose of submitting the exhibit map – in addition to the verbal description
– is to provide clarity and, most importantly, as a double check against typos. This is required
for all request submissions and the process will not go forward without an attached exhibit.
Please use the following guidelines when creating your exhibit:
•
•
•

*.pdf files are best. While e-builder will accept other file formats, *.pdf files are easiest
to manage.
Name your exhibit files clearly. Especially on larger projects the \306 Survey folder will
become cluttered very quickly and it can become difficult to find the right file. At a
minimum it should include the word “Exhibit” and the Request ID in the file name.
Use either the 2f, Plan & Profile or C series sheets to create your exhibits.
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o If you do not have a pdf copy of the plans, these can usually be found in the \303 Bid
Documents folder of the Documents module. Please do not use the “redline” feature
on the bid plan set.

•

o If you do not have access to a pdf editor (e.g. Adobe Acrobat Pro or Bluebeam), you
can copy/print, markup and scan back in the file as needed.
Keep the mark-ups simple and to the point. There is no need to spend a lot of time
drawing out each item, adding call outs or other information unless you feel the
additional clarity is necessary.
o Try to color different types of items differently (in the example below, green is for Saw
cuts, and pink is curb stakes.)
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o There is no need to crop or zoom in on an area. However, delete any extraneous
pages.
For topography requests, the plans often do not have enough detail outside the project
area to create a clear exhibit map. Aerial maps are usually better.
o Many items can be collected using the Standard Topo Language available here:
https://www.portlandoregon.gov/transportation/article/729702.
o If the standard items do not meet the topography needs, take the time to make sure
the exhibit is clear and illustrates exactly what needs to be collected. Please feel free
to reach out to Survey Management to discuss prior to submission.

General Request Guidance
It is understood that construction schedules are dependent on prompt completion of
staking requests and are therefore of the highest priority for completion by PBOT Survey. Proper
submission, timing and other items will help ensure that these requests are begun on time and
not result in delays. Please see the final section of this document (page 23) for support.
Topo v Staking Requests
While unusual, there are occasions where topographical information is needed during
the construction phase to assess design issues or to provide as-built information. When this
occurs, please use this request process rather than the standard Survey Design/Topo Request
(SvyDR) as the workflow for that process may no longer be valid.
Complete the information as normal by providing detailed project and request details as
well as a clear exhibit.
For these requests the standard timing for the work to start may not apply. Depending on
the nature of the work, this may take longer to prepare for field crews. Please leave a detailed
description in the “Timing Comments” field (see page 13) to indicate when the data is needed.
At the end of the process an additional step will be required to ensure proper delivery to
designers as needed (see page 10).
Monitoring
Use this process to request survey monitoring with “Topo” selected in the “Request
Type” section. Be sure to clearly delineate the timing and duration of the monitoring in the
request and who should receive reports. Most likely, Survey will close out the e-Builder process
once the monitoring is set up and use e-mail to deliver reports.
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Request Timing
PBOT Survey is obligated to start work on any staking request 5 working days from
submission to Survey. Every effort will be made to begin work within 3 days, however scheduling
or other issues may prevent this. Please review the following guidelines regarding request
timing:
1. Please note that the “Work to Start” date is not when the work will be completed. Survey
will be on site to begin the requested work on or before that date and take whatever time
is necessary to complete the work. (i.e. the work will be completed by the work to start
date plus the time needed to complete the work.)
2. “Work to Start” timing is based on when the request is received by Survey. Typically, this
will occur once it is approved by the Construction Management Team.
a. Requests received after 3pm will be considered as received the following day.
b. Requests that are rejected either during the “Survey Review” or “Field Work in
Progress” steps may reset or otherwise delay the “Work to Start” date.
3. Contractors should work with their assigned Field Inspectors to review scheduling needs,
and requests to be submitted should be part of their two-week look ahead.
4. Construction and Survey Management Teams must push the initial approval steps
through as quickly as possible.
5. At all steps, requests should be clearly described, and all data entry completed correctly
(see page 12) to ensure there is no need for revision.
Larger Requests
For any request that will take more than a day or two to complete, it is highly advisable to
include a priority order in the “Special Comments” section in the “Exhibit Map & Comments”.
This will direct Survey staff to begin their work in a specific area. For example, if a request is
submitted for curb stakes for multiple intersections, identify the order construction crews will be
working so Survey can complete their work in the same order and use the “Partial Delivery
Loop” (see page 10) to submit cutsheets as they are completed.
Site Preparation
Generally, it is expected that the site is ready to be staked when the request is submitted
(e.g. saw cuts should be completed prior to requesting curb stakes). However, if site prep is
ongoing and the standard request timing disallows waiting until completion before submitting
the request, indicate when the site will be ready in the “Request Timing” field (e.g. “Saw Cuts
will be completed by Thursday the 12th”, please begin staking after that date”).
Urgent/Emergency Requests
All construction staking requests are considered urgent when received by PBOT survey
according to the timing identified above. However, it is understood that occasionally an
emergency will occur where staking information is needed on a shorter or immediate timeline. If
this is the case:
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1. Submit the SvyCR process as normal.
a. Include a comment in the “Timing Comments” field under “Billing Request &
Information” indicating the nature and timing needs of the emergency.
2. The Process Initiator should immediately follow up their submission either with the Field
Inspector and/or Construction Manager. (Note: contractors should not contact PBOT
Survey directly unless no one else can be reached.)
3. The Field Inspector and/or Construction Management team should then immediately
review and approve the process and contact the appropriate Survey Supervisor directly
to arrange for the work to be completed.
a. Be prepared to authorize overtime for completion of emergency requests.
A failure to plan does not constitute an emergency.
Re-Staking Requests
It is the responsibility of the contractor to maintain and preserve survey stakes through
completion of the staked item. If stakes are disturbed or lost, and need replacement, flag the
request as a re-staking request in the “Billing & Request Information” section. The Construction
Management Team and Survey Management should monitor this field for proper identification.
This field can be tracked, if Survey or Construction Management wish to track the
number and/or frequency of re-staking requests. Please work with the Project Administrator to
review the data.
Multiple Requests v Single Request
Please use the data grid (see page 13) for detailed information on how to list multiple
staking items on a single staking request. It is the preference of PBOT Survey that concurrent
requests be grouped into a single SvyCR process.
However, there are a few exceptions. Please see the following guidelines for separating
out requests:
•
•
•

Do not combine re-staking requests with other types of requests.
Keep topo requests separate.
When the delivery/completion timing is substantially different between items (e.g.
emergency v regular requests).
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Construction Specifications & Standards
The Special Provisions Section 00305 – Construction Survey Work details a variety of
survey definitions and defines the specific roles and responsibilities associated with Survey
staking requirements and timing. The SvyCR process is specifically designed to accommodate
those provisions. Please carefully review this Special Provision with careful attention to section
00305.05 as it relates to this process.
Additionally, PBOT Survey maintains a Standard Operating Procedure document that
details the established methodology for construction staking. Information on how and where
stakes are set is detailed in that document. It can be found at
https://www.portlandoregon.gov/transportation/article/748771.1

Support
If you need assistance completing any portion of this request and cannot find the answer
above, please feel free to contact PBOT Survey at surveyrequests@portlandoregon.gov, or call
Elijah Goodrick at 503-823-7152.

At the time of publishing, that document is in a very rough draft form including a collection of notes and
other internal communications regarding staking standards for curb and sewer only. As time allows this will be
updated to include additional details.
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