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PRIVATE CONTRACT PERMIT PROCEDURES
FOR

CONSTRUCTION IN PUBLIC RIGHT-OF-WAY

If you are developing within the City of Seattle, your project may be required to install street improvements or utilities to serve
the site.  Such improvements required by the Department of Construction and Land Use (DCLU) are constructed under a
Private Contract, Street Use Permit.  Private Contract permits are issued for construction of major, permanent improvements in
City streets or other public rights-of-way by a private party.

Private Contract Permits are obtained by making application to the City’s Seattle Transportation, Street Use Division
(SEATRAN Permit Center).  The SEATRAN Permit Center is located in room 501, Seattle Municipal Building, 600 Fourth
Avenue, Seattle, Washington 98104.  Examples of these kinds of improvements are public sewers, storm drains, water mains,
drainage facilities in street areas, and curbs, sidewalks, street or alley paving.

The plans for such improvements must be prepared by a professional civil engineer according to Public Works Standards for
construction of public improvements.  The SEATRAN's Manager of Street Use must approve the plan before work begins.
All City costs associated with the Private Contract Permit including: permit processing, plan review, surveying, inspection,
and completion of "as-built" plans will be billed to the permittee of the development project.  These costs are based on time
and materials, not a fee basis.

The process for the plan review and permit issuance is as follows:

I. Scope of the project
 

A. Each project is subject to compliance with the Land Use Code.  DCLU will require specific conditions to
be completed for each project; these conditions may include street and utility improvements.  These conditions must be
completed prior to recording legal documents (such as short plats) or prior to issuance of a Certificate of Occupancy for
the development.  The requirements are identified by the Land Use Code, the Seattle Street Improvement Manual and
by your DCLU Plans Analyst.
B. Design criteria.  The Street Improvement Manual provides a chapter of information on design criteria for
these improvements.  SEATRAN Publication # 280, Design Guidelines For Public Storm Drain Facilities provides
design criteria for street drainage.  Other design standards and specifications are found in the City of Seattle Standard
Plans for Municipal Public Works Construction and Seattle Standard Specifications for Road, Bridge, and
Municipal Construction.  These manuals may be purchased at the SEATRAN Permit Center.  The Seattle Street
Improvement Manual may also be acquired at the DCLU Permit Center, 720 Second Avenue.  If you or your
professional civil engineer are having difficulty determining specific design criteria, you may also discuss your project
with the Private Contract Project Analyst located at the SEATRAN Permit Center (684-5044).
C. A plan can involve Easements or Dedication of Land.  If your project will require easements or dedication of
land for streets, utilities, or a similar public use, consult the SEATRAN Publication # 615, Dedication of Right-of-Way
or Easements.  Examples of when dedication is required are the construction of a public sewer, storm drain or water main
across private property which you own or another party owns, or where there is widening of the street right-of-way to
provide room for required improvements, such as curbs or sidewalks.  Also, if you need to gain access to adjacent
property to complete construction of your project, you will need a temporary easement or right of entry.
D. Public Notice.  Each improvement to the street requires a form of public notice.  This may occur during the
Development process through DCLU Master Use permit process.  Additional notification to adjacent property owners is
required prior to approval of the plan.  We have Notice of Construction forms to be filled in by the community liaison for
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the developer.  These forms acknowledge to the City that each of the affected property owners has been informed of the
impact of these improvements.
 

II. Begin the plan review and approval process
 

A. Make formal application for Private Contract Permit.  Present your application to the SEATRAN Permit
Center as identified above.  Present a deposit for the review of the plans, provide acceptable plans for review and provide
copies of any written conditions from DCLU for the development.  Include a preliminary construction schedule of the
development and street improvements.

1. Application Form.  Forms are available at the SEATRAN Permit Center.  The form must be signed by the
owner or a person responsible for informing the owner of the requirements of the permit.

2. Review Deposit. A $2,000 deposit payable to “The City of Seattle” is required at the time the application
is submitted.  This deposit may be adjusted later when an estimate of SEATRAN's preconstruction costs is completed.
Formal review of your plans will not begin until this deposit is paid.  A second deposit for construction related charges
will be collected prior to issuance of the permit.

3. Submit the civil engineered plans for circulation and review.  After you have discussed your project
with the Private Contract Project Analyst (684-5044), submit two copies and one reproducible mylar or sepia of your
plans prepared by a professional civil engineer for review.  The plans must be prepared according to the City's drafting
standards and information requirements.  See the Publication # 462, Plan Requirements for Construction in Public
Right-Of-Way available from the SEATRAN Permit Center.

 You may obtain SEATRAN Private Contract mylar base-sheets from the SEATRAN Permit Center.  The
cost of these sheets is included in your permit fee payment.   The Permit Center staff will give you the number of sheets
you need based on the size of your project.  One sheet covers approximately 600 feet at 20-scale (1" = 20').  Also
available is a computer-aided drafting file of the plan border.  You will be required to furnish an IBM formatted DSHD 3-
1/2” floppy disk if you desire this file.
B. Plan screening.  Plans are screened for compliance with drafting standards and adequacy.  A “redlined” plan (a
copy of your plans on which the Private Contract Project Analyst has indicated in red what corrections are required)
and/or a correction sheet will be returned, if plans are rejected.  Plans must pass screening before the permit process
continues.
C. Notice to DCLU for issuance of Construction Permits.  The Private Contract Project Analyst will notify the
DCLU Zoning Plans Examiner that a completed application for street improvements has been received.  The DCLU
notification for Short Plats will be in accordance with conditions listed on the plat.  If a building is designed over an
existing Sewer Main that will be relocated, SEATRAN must approve a Private Contract plan before DCLU is notified to
issue a permit for foundation work.
D. Plan circulation for review and comment.

1. The Private Contract Project Analyst will circulate approximately 40 copies of the plans to approximately
30 different locations.  Design consultants and utility companies are among these reviewers.

2. The comment period for reviewers is approximately three weeks.  Then the plans are returned to the
SEATRAN Permit Center.

3. Plans are then compiled onto a Master redlined copy from the comments made by various utilities and City
departments.
E. Transmittal of Corrections.  The Private Contract Project Analyst will inform the contact person of any
corrections or revisions required and may provide you with a redlined plan.  Pick up the redlined plans at the SEATRAN
Permit Center.
F. Schedule.  Project schedules should include a period of up to 40 working days for each plan review
cycle by SEATRAN, Street Use.  This allows for circulation of the plans to appropriate sections and other
agencies for review, and compilation of comments following the review and transmittal of corrections.  It should be
noted that the initial review cycle cannot begin if the initial plans are incomplete and following review cycles
cannot begin if review comments and corrections are not addressed in total.  In order to minimize the time spent in
review and the number of review cycles, we suggest the project be discussed with the Private Contract Project
Analyst as early as possible during project development.
G. Submit Corrections. Submit two copies (and one mylar or one sepia if needed) of your revised plans for
subsequent review, together with the master redlined copy, to the SEATRAN Permit Center.

1. Another Plan circulation for review and comment cycle, as noted above, may be required.
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2. If the $2,000 deposit paid initially has been expended, you may be required to pay an additional deposit at
this time based on the estimate of the preconstruction costs to be incurred by the City.

3. A check to verify that all review comments and corrections have been addressed in total is done before a
final submittal is requested.
H. Submit Final Plans.  After corrections and revisions are approved by the Private Contract Project Analyst and
problems or conflicts are resolved including the completion of any conditions such as rights-of-entry, street dedications, or
easements, submit final plans to become a part of the City's permanent records.  See SEATRAN Publication # 462, Plan
Requirements for Construction in Public Right-Of-Way.
 These final plans must be based on SEATRAN Private Contract mylar sheets, be original drawings or reverse
print fixed line photo-mylar plans, and have the professional civil engineer's original seal and the engineer's original
signature in permanent ink that is on the photo-mylar.
 The SEATRAN's Manager of Street Use will indicate approval of the plans by signing the final mylars.  The
approved plans will then be transmitted to the SEATRAN Permit Center for permit processing.
I. Submit quantity list for standard bid items.   Provide “take offs” for estimating cost of construction of City-
owned or maintained facilities.  List items such as: square yards (SY) of 3” lift of asphalt, linear feet (LF) of concrete
pipe, SY concrete sidewalk, cubic feet (CF) of backfill type 17, percentage for mobilization, SY pavement removal by
type, quantity of inlets by type, quantity of catch basins by type, LF pipe bedding, etc.
 

III. Issuance of Street Use Private Contract Permit.
 
A. Post a Surety Bond.  The permit applicant must post a surety bond before the Street Use Division can issue the
Private Contract Permit.  The value of the Surety Bond is based on the approved plan. This bond covers any damage or
expense the City may incur as a result of the project, such as unfinished work, or interruption of, or damage to, utilities.
The Street Use staff will provide a bond form to be completed by you and your bonding company.
B. Provide Liability Insurance.  The permittee shall provide Public Liability/Property Damage insurance
covering the activities relating to the permitted work.  Coverage shall be a minimum of $300,000 Bodily Injury Liability
(one person), $1,000,000 Bodily Injury Liability (more than one person) and $100,000 Property Damage Liability.  See
SEATRAN Publication # 626, Certificate of Liability, Property Damage Insurance.
 Present the completed bond and insurance rider to the SEATRAN Permit Center.  The Street Use staff will
notify the contact person when the City Attorney has approved the bond.
C. Pay construction phase deposit.  The balance of the deposit in the amount estimated for the construction phase
of the project, as well as any additional preconstruction costs, must be paid.  Additional deposits may be required during
construction, see section “V. D. Accounting” below.
D. Private Contract Permit Issuance.  When the permit is signed by the property owner or his representative, a
Street Use Permit is issued to construct the approved plan.
E. Other Permits.  SEATRAN may require other Street Use permits in addition to the Private Contract  Street Use
Permit, depending on the nature of the project.  For example, if an area of a City street or sidewalk outside the
construction area will be needed to store equipment or materials, this would be covered under a separate permit.
 

IV. Construction Phase.
 
A. Preconstruction meeting.  The permittee shall request a preconstruction meeting with the Street Use Inspector
at least two weeks before construction will begin.  A representative of the owner as well as the contractors and
subcontractors who will be doing the work must be present at the preconstruction meeting.  The design engineer should
also be invited to the meeting.  The contractor should bring a work schedule of the improvement and any traffic control
plans to the meeting.
B. Survey for construction.  The inspector will arrange for a location survey of the improvements at the site by
City of Seattle surveyors after the preconstruction meeting.
C. Construction of improvement.  Your project manager or superintendent coordinates the construction activity
and works with the inspector to complete the work on schedule.
D. Construction completed.  When the construction is completed, a request for final inspection is made by your
project manager.  The inspector will schedule the inspection by other City sections and compile a punch list (A punch list
is a list of items or things that need correcting).  These other City sections may include: street maintenance, drainage and
waste water video taping of the new main and checking structures, traffic control, and street tree inspection.
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E. Completing the punch list items.  When all items are completed from the punch list, a final check is made.
The permit is signed off and the inspector’s book is turned in to the permit center for processing the as-built records.
 

V. Project Completion and Bond Release.
 
A. Notification to DCLU of completion.  A memo from the Street Use inspector is forwarded to the DCLU
building inspector, signing off the street improvement component of the DCLU Construction permit.  A memo from
Street Use is forwarded to the DCLU Master Use Permit center for short plat condition compliance, if applicable.
B. As-built process.  Records are updated and the original plan is redlined to identify changes if any by City staff.
The completed inspector’s book is bound for storage in the records vault.
C. Eleven months after completion of the project.  The inspector returns to the site to verify that the
improvements have stayed in good condition.  If problems exist, the inspector notifies the owner to correct any problems.
D. Accounting.  Progress billings will be sent on a monthly basis.  These billings may lag behind the actual
charges by 4 to 8 weeks.  Following the completion of as-built activity, the applicant may request a refund of any
remaining deposit.
 Deposits are collected strictly as a security and advance payment, they are not indicative of the total cost of the
project.  The deposit amount will be based on the estimate of the anticipated time it will take to complete the project.  The
estimate cannot take into account your ability to complete the work in a timely manner.  You will be responsible for full
payment of actual, not estimated, costs of the services provided by the City.  These costs include, but may not be
limited to, direct labor costs (time expended by City employees on the project, whether in the field or office), vehicle and
equipment usage, and SEATRAN overhead.  The rates for these costs are available upon request from SEATRAN.  The
estimate serves merely as a guideline, and the final cost of the project may vary significantly from the original estimate.
 In the event actual costs exceed the estimate, you will receive invoices for the City’s costs.  After 30 days,
interest will accrue at 12% per annum, until paid in full.  Any invoice more than 90 days past due will be forwarded to a
collection agency or the City Attorney’s office for collection.  In the event suit is commenced to collect on unpaid invoices,
the prevailing party will be entitled to reasonable attorney’s fees and costs of litigation.
E. Surety Bond Release.  This bond is released when all of the improvements have stayed in acceptable condition
for one year and all outstanding invoices are paid, if any.

Publications listed in document:
SEATRAN Publication # 280, Design Guidelines For Public Storm Drain Facilities
SEATRAN Publication # 462, Plan Requirements for Construction in Public Right-Of-Way
SEATRAN Publication # 615, Dedication of Right-of-Way or Easements
SEATRAN Publication # 626, Certificate of Liability, Property Damage Insurance

PRIVATE CONTRACT PERMIT PROCEDURES
FOR

CONSTRUCTION IN PUBLIC RIGHT-OF-WAY
SUPPLEMENT FOR GOVERNMENT AGENCIES

This supplemental information applies to City of Seattle Departments and other governmental agencies that
are proposing or required to construct permanent street or utility improvements in the public right-of-way in
conjunction with development on adjacent properties.

The private contract application deposit is required and may be paid in advance using a check or may be
covered by written agreement for payment.  The agreement may be a Memorandum of Agreement, a Purchase Order, or
an Intradepartmental Work Order.  The amount of the agreement shall be at least $5,000 or the amount estimated by
SEATRAN, and the agreement shall specify the responsibility to pay the actual cost of services provided by the City
staff even if it exceeds the estimate provided.

Project schedules should include a period of up to 40 working days for each plan review cycle by SEATRAN, Street
Use Division.  This allows for circulation of the plans to appropriate sections and other agencies for review, a
compilation of comments following the review and transmittal of corrections.  It should be noted that the initial review
cycle cannot begin if the initial plans are incomplete and following review cycles cannot happen if all the review
comments and corrections are not addressed.  In order to minimize the time spent in review and the number of review
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cycles, we suggest the project be discussed with the Private Contract Project Analyst as early as possible during project
development.

After all comments and corrections are appropriately addressed, a Private Contract Permit can be issued.  For
City projects, this means that Street Use will recommend that the Director of SEATRAN approve the project for
PWCC  Advertisement.

Governmental agencies are not required to post a Surety Bond for the completion of the project.   
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SEATTLE TRANSPORTATION, STREET USE AND ENFORCEMENT

APPLICATION FOR PRIVATE CONTRACT PERMIT(SMC 15.04)

PROJECT ADDRESS:   DCLU PROJECT #

CROSS STREETS:

LAND USE ZONE:   DCLU ZONING PLANS EXAMINER:

PROPONENT’S PROJECT TITLE

CONTACT PERSON: PHONE:

ADDRESS:

OWNER’S NAME: PHONE:

OWNER’S ADDRESS:

TYPE OF CONSTRUCTION:

� SANITARY SEWER � STORM DRAIN � DETENTION SYSTEM
� STREET PAVING � ALLEY PAVING � SIDEWALKS
� WATERMAINS � GRADING � CONCRETE CURB
OTHER (Please explain) :

Enclosed with application find :   � 2 Prints and   � 1 reproducible of the plan,  � a copy of all

Department of Construction and Land Use project conditions and / or requirements.

2 sets of: � calculations, � cross sections, and / or � other support documentation.

STATEMENT

I acknowledge and agree to the terms of the Private Contract Permit Procedures For

Construction in Public Right-of-Way, incorporated by this reference, and agree to the following:

1. The surety bond must remain in force for one year after acceptance of the project by Seattle

Transportation (SEATRAN).

2. The applicant shall provide an initial deposit for plan review and a second deposit for the

construction phase activity.  The amounts of the required deposits are estimates only, and any

balance after all charges have been made against the deposits will be remitted to the

depositor.  Should charges exceed the deposit, the permittee will be responsible for payment

to the City.

3. The amount of the surety bond is SEATRAN’s estimated construction cost of the project, plus

fifteen percent (15%).

4. If the applicant is not the owner, he / she will be responsible for informing the owner of the

requirements of the permit.

Signature of Applicant: Date: 

Printed name of Applicant    
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NOTICE OF CONSTRUCTION IN PUBLIC RIGHT OF WAY

I, THE PERMITTEE, CERTIFY TO SEATTLE TRANSPORTATION THAT I HAVE FULLY
EXPLAINED THE PROPOSED CONSTRUCTION PROJECT AND INTENDED IMPACTS
THEREOF TO THE ADJACENT PROPERTY OWNER / OCCUPANT ADDRESSED BELOW.

AUTHORIZED SIGNATURE: DATE:

PRINTED NAME:

TITLE OR POSITION: PHONE:

FIRM OR AFFILIATION:

PRIVATE CONTRACT IMPROVEMENT

PLAN TITLED: 

PROJECT ADDRESS:

TYPE OF IMPROVEMENTS:

STREET USE PERMIT NUMBER: VAULT PLAN NUMBER:

* * * * ADJACENT PROPERTY OWNER / OCCUPANT ACKNOWLEDGMENT * * * *

PROPERTY ADDRESS NEAR ABOVE PROJECT:

I, REPRESENTING THE ABOVE ADDRESSED PROPERTY, HAVE BEEN FULLY ADVISED
ABOUT THE PROPOSED IMPROVEMENT PROJECT.  I HAVE REVIEWED THE
CONSTRUCTION PLAN AND ITS IMPACT ON MY PROPERTY.  MY SIGNATURE DOES NOT
IMPLY CONCURRENCE WITH THE PROPOSED DESIGN.

0I HAVE THESE COMMENTS:

AUTHORIZED SIGNATURE: DATE:

PRINTED NAME: PHONE:

ADDRESS:    

OWNER LEASEE TENANT


