
  
 

 
 

IMPORTANT NOTICE!! 
 
 

If you download these materials and wish to be  
added to the proposer contact list send an email 
to: 
 
Jayne McMahan jmcmahan@springfield-or.gov  
Information to be provided: 
 

 “RFP# 809 Willamette Heights Reconnaissance 
Level Survey” in the subject line 

 Company name 
 Primary contact name 
 Primary contact title 
 Primary contact direct phone # 
 Primary contact email 

 
 
 
It will be the responsibility of each participating supplier to refer daily to the City 
of Springfield – Purchasing/Contracts website http://www.springfield-
or.gov/RFPPAGE.HTM to check for any available addendum to current 
opportunities, cancellations or intents to award posted. 
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I. Project Background 
 

The requested Standard Reconnaissance Level Survey for Willamette Heights will build upon the 
recommendations contained in the Downtown Springfield Reconnaissance Survey Final Report prepared 
by Heald & Wright for the City of Springfield in 2001.  Based on the results of the Downtown Springfield 
Survey and discussions with the Springfield Historic Commission at that time, the consultants 
recommended, among other tasks, conducting a reconnaissance level inventory of Willamette Heights, 
just south of the downtown survey area as it contains a number of turn-of-the-century residences and is 
likely associated with the development of the Booth Kelly Lumber mill.  In conjunction with the City’s 
efforts to update the Downtown Refinement Plan and its Sustainable Cities Year Booth Kelly Design 
Project, the City and its Historic Commission desire to more officially document potential historic 
resources in Willamette Heights.  The City was awarded a Certified Local Government grant from the 
State Historic Preservation Office (SHPO) for the 2012-2013 federal fiscal year to conduct a 
Reconnaissance Level Survey for this purpose, and as such, a maximum of $3,000 is available for 
consultant services for this project.       

 
II. Project Description  

 
The City of Springfield, through its Historic Commission, is seeking qualified consultants to conduct a 
Standard Reconnaissance Level Survey for the Willamette Heights neighborhood of Springfield (see map, 
Attachment 1) in conformance with the Oregon State Historic Preservation Office’s latest version of its 
‘Guidelines for Historic Resource Surveys in Oregon’ (Attachment 2) and any supplements to these 
guidelines issued by SHPO.  If any additional supplements are issued prior to the closing date of this 
Request for Proposals, the supplement will be posted in the form of an addendum on the City’s website.  
If additional supplements are issued after the proposal due date, it is the responsibility of the awarded 
consultant to implement such additional supplements.  Required final products, as described in detail in 
the aforementioned Guidelines, include completing entries into the Oregon Historic Sites Database, a 
final report, and a survey map.  
 
In general, the responsibilities of the consultant will include obtaining the necessary data and completing 
an Oregon SHPO Reconnaissance Level Survey form for properties within the survey boundary.  
Surveyors will need to obtain a project database from SHPO.  The Reconnaissance Level Survey form is 
designed to work in conjunction with the Oregon Historic Sites Database, a Microsoft Access-based 
program that keeps records of all surveyed and National Register-listed properties in Oregon.  A project 
database will be prepared by SHPO staff and made available to the surveyor.  The Reconnaissance Level 
Survey will be the only work conducted within the scope of this proposal.   
 
The Historic Commission and City staff will work closely with the consultant and will prepare and mail 
an introductory letter to the neighborhood and assist in final report editing. Coordination of volunteer 
efforts, administrative and logistics support, and mapping will be provided by the City.  
 
III. Proposal Submission Requirements 
 
The City encourages green options and discourages the use of materials that cannot be recycled such as 
PVC and spiral binders, plastic or glossy covers and dividers.  Further, the City encourages Proposers to 
print on both sides of a sheet of paper whenever possible.  The City does not wish Proposers to submit 
elaborate Request for Proposals, and economy of presentation should be emphasized.  
 
Request for Proposal must include the items listed below: 
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A. Cover letter introducing the proposal, including a statement of the consultant’s understanding 

of the project, a statement of the consultant’s ability to begin work immediately upon award 
of the contract, and a statement that the submission is a firm offer for a 90-day period.   
 

B. Resume of the project consultant, team, or firm, showing applicable qualifications to perform 
the work within the timeframe required and providing basic contact information (name, 
address, email, telephone, website, etc.).   
 

C. List of clients (with contact information) that have contracted similar services from the 
consultant, consultant team, or consultant firm within the last two calendar years.  

 
D. Proposed work plan and schedule, including milestones, for completing the project no later 

than  December 31, 2012.   
 

E. An estimate of the cost of the project, including the hourly billing rate of key personnel and 
support staff to be assigned to the project, in line with the allotted project budget (amount not 
to exceed $3,000).   
 

F. Proposers firm name, mailing and physical addresses, telephone number, fax number, and 
taxpayer identification number. 

 
G. Primary contact person’s name, title, phone number, fax number and email address. 
 
H. Identify whether you qualify as resident bidder as described in ORS 279A.120 (1) (b) and if 

you are licensed to do business in the State of Oregon. 
 
I. Signed Attachment 3- Authorization to Legally Bind Bidder - Proposal must be signed by a 

principal member of the offering entity capable of binding the entity.  Included with the 
signature should be principal’s written name, title, address, and telephone number 

 
J. Signed Attachment 4- Minority Women Emerging Small Business Form (MWESB) 
 
IV. Instructions to Proposers 
 
One original and (6) six copies of the Request for Proposal clearly marked “RFP #809- 
Willamette Heights Level Survey” and contained in a sealed envelope or box shall be received 
no later than 2:00 PM local time, September 7, 2012 at the following address: 
 

City of Springfield 
Finance Department  
Attention: Jayne McMahan, Procurement and Contracts Manager 
225 Fifth Street, 
Springfield, Oregon 97477 
 

All Requests for Proposal shall be valid through 90 days after the RFP closing date. 
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V. Contact Person 
 
Applicants may contact Jayne McMahan for further information regarding this process. Contact 
with other City officials may be grounds for disqualification.  Jayne McMahan can be 
reached by email at jmcmahan@springfield-or.gov or by phone at (541) 726-3708.  Questions 
regarding specifications will be forwarded by Jayne McMahan to the appropriate personnel when 
more detailed explanations are required, and upon receipt of response from City personnel, Ms. 
McMahan will disseminate the information by written addenda issued by the City (See Section 
IX) 
 
VI.  Schedule For Selection Process 
 
RFP Posted to City Website    August 3, 2012   
RFP Available      August 3, 2012   
Requests to Consider Equal Specification Due August 17, 2012 5pm Local Time 
Requests to Consider Exceptions Due  August 17, 2012 5pm Local Time 
City’s Determination Regarding Equal Spec.  August 22, 2012 
Proposals Due      Sept. 7, 2012 2pm Local Time 
Interviews onsite (if necessary)   Week of Sept. 10th, 2012 (Approximate) 
Notice of Intent to Award     Week of Sept. 17th, 2012 (Approximate) 
Contract Awarded     Week of Sept. 24th, 2012 (Approximate) 

 
VII. Evaluation and Selection Criteria 
 
Springfield Development and Public Works Department staff and members of the Springfield 
Historic Commission will review all submissions and will select a preferred consultant according 
to the criteria listed below.  In connection with the evaluation, the City and Historic Commission 
may, at their option, invite one or more proposers to make an oral presentation (via phone 
conference or in person) to the City and the Historic Commission or may require the submission 
of supplemental material intended to substantiate or clarify information submitted in the original 
proposal.       
 

1. Demonstrated understanding of the project.           15%  

2. References and relevant technical experience and reputation (the applicant’s experience 
in conducting Intensive Level Surveys as per SHPO’s most current guidelines; reputation 
for satisfactory work, judgment, and reliability; and knowledge of historic architecture, 
landscape elements, and historic preservation issues).        35% 

3. Project approach (the applicant’s proposed work plan and schedule)       35%  

4. Project cost (the applicant’s budget breakdown within the allowable budget) 15%.  
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VIII. Late Request for Proposal Not Considered 
 
Request for Proposal must be received by 2:00PM local time on September 7, 2012 at the 
address listed above. Any Request for Proposal received after the deadline will not be 
considered.  Faxed or emailed Request for Proposal will not be accepted. 
 
IX. Addenda to RFP 
 
In the event that it is necessary to amend, revise, or supplement any part of the RFP, City of 
Springfield will post addenda on the City website (www.springfield-or.gov) and will make 
reasonable effort to provide addenda to all Proposers to who are on the contact list.  This 
includes the amendment of dates in the Schedule for Selection Process.  Any addenda so issued 
are to be considered part of the specifications of the RFP.  City is not responsible for any 
explanation, clarification, interpretation or approval made or given in any manner except by 
written addenda issued by City.  
 
Addenda may be downloaded from the City of Springfield home page (www.springfield-or.gov) 
by clicking on the Purchase/Contracts hyperlink, or by contacting Jayne McMahan at 
jmcmahan@springfield-or.gov.  Prospective Proposers are requested to confirm receipt of 
downloaded Addenda by email to City of Springfield, Attn: Jayne McMahan at the above email 
address.   
 
In case of any doubt or differences of opinion as to the services to be furnished hereunder, or the 
interpretation of the provisions of the RFP, the decision of City shall be final and binding upon 
all parties.  
 
X. Contract 
 
The successful Proposer will be expected to enter into a contract with the City. An example of 
said contract is attached herein as Attachment 5.     
 
XI. Negotiation Of Agreement 
 
City reserves the right to negotiate a final contract which is in the best interest of City 
considering cost effectiveness and quality control. Once a tentative selection has been made by 
the evaluation committee, Staff will attempt to negotiate a contract with the preferred Proposer.  
If the negotiations are not successful, staff will negotiate with other qualified Proposers in the 
order of their respective qualifications until an agreement is reached or staff decides to terminate 
the selection process.  If contract negotiations are successful, the contract will be forwarded to 
the appropriate City authority for award.  

 
XII. City Selection Discretion 
 
City reserves the right to reject any or all Request for Proposal and to waive irregularities and 
informalities in the selection process. The City further reserves the right to negotiate, amend, and 
refine Request for Proposal in consultation with one or more of the prospective Proposers. 
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XIII.  Proposal Ownership 
 
All material submitted by the Proposers shall be considered property of City, and City shall not 
be required to return same to any Proposer.  The material submitted by Proposers will be treated 
in the same manner as City’s own records. 
 
After Request for Proposal opening, all Request for Proposal’s become part of the public record 
and are available for public review unless exempt under Oregon Public Records Law.  Proposers 
wishing to exempt appropriate portions of their Request for Proposal from disclosure as public 
records are encouraged to discuss their concerns with City’s Finance Director (address listed 
below) prior to the submissions of their Request for Proposal. 

 
 Bob Duey, Finance Director 
 City of Springfield Finance Department 
 225 Fifth Street 
 Springfield, OR 97477 
  

XIV. Exceptions To RFP 
 
If, for any reason, a Proposer should desire an interpretation of a term or condition of this RFP, 
find fault with the structure of this RFP or with the evaluation process, concerns may be 
submitted by email to jmcmahan@springfield-or.gov or in writing to: 

 Jayne McMahan 
 City of Springfield 
 225 Fifth Street 
 Springfield, OR 97477 
 Phone: (541) 726-3708 
 

City will make every effort to answer questions and, if warranted, amend the RFP.  Responses to 
questions and amendments to the RFP will be posted on the City of Springfield home page 
(www.springfield-or.gov), click on the Purchase/Contracts page).  Proposers who are unable or 
unwilling to meet one or more of the requirements of this RFP should include, as part of their 
response, written exceptions to those requirements. Such request shall be delivered on or before 
August 17, 2012. 

 
XV. Equal Specification Change Requests 
 
A prospective Proposer may deliver to Jayne McMahan, Procurement and Contracts Manager, at 
City of Springfield Finance Department, a written request for change to any of the requirements 
listed in this Request for Request for Proposal.  Such request shall be delivered on or before 
August 17, 2012. A written request for change shall include: 
 

• A detailed description of the legal and factual grounds for the request, 
• A description of the resulting prejudice to the prospective Proposer, 
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• A statement of the form of relief requested or any Request for Proposal changes to 
the specifications. 

 
The City will review the change request and notify the prospective Proposer of the decision in 
writing prior to the RFP closing date.  Responses to questions and amendments to the RFP will 
be posted on the City of Springfield home page (www.springfield-or.gov), click on the 
Purchase/Contracts page).  To the extent possible, the City will notify other prospective 
Proposers of any changes or modifications to the Request for Proposal. 
 
XVI. Complaints 
 
Any Proposer who has submitted a Proposal to the City of Springfield and who is adversely 
affected by the City’s award of the Contract to another Proposer has seven (7) days after issuance 
of the Notice of Intent to Award the Contract, to submit a written protest of the award to the City 
of Springfield.  Such right to protest shall conform to the written requirements of OAR 137-047-
0740 and specify the grounds upon which the protest is based. 
 
An adversely affected Proposer must exhaust all avenues of administrative relief and review 
before seeking judicial review of the City’s Contract award.  Concerns must be submitted to: 
 
Robert J. Duey 
Finance Director 
City of Springfield 
225 Fifth Street 
Springfield, OR 97477 
 
XVII. Cost of Request for Proposal 
 
The City of Springfield is not liable for any costs incurred by suppliers for the preparation and 
presentation of their Request for Proposal. This includes any costs in the submission of a Request 
for Proposal or in making necessary studies or designs for the preparation thereof.  
 
XVIII. Submission Requirements 
 
Your Request for Proposal must contain all of the information requested in the request for 
Request for Proposal along with acknowledgement of all addenda. A completeness check will be 
conducted for each Request for Proposal. Incomplete Request for Proposal will not be accepted. 
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Guidelines for Historic Resource Surveys in Oregon is a 

reference for historic preservation professionals who 

identify, evaluate, and document historic resources in the 

state. The guidelines replace previous survey guidelines 

and associated supplementary documents issued by the 

Oregon State Historic Preservation Office (SHPO). The 

guidelines offer instructions and procedures to help 

develop professional standards and effective procedures 

for identifying, evaluating, documenting, and reporting 

historic resources to better ensure high-quality surveys 

and quicker project reviews by the SHPO. 

Guidelines for Historic Resource Surveys in Oregon is 

designed to provide guidance for all types of above-

ground survey projects, including: 

• Surveys intended to provide information for 

preservation planning purposes, such as the 

preparation of nominations to the National Register 

of Historic Places 

• Surveys funded by the federal Historic Preservation 

Fund (HPF) and administered by the SHPO 

• Surveys required by the SHPO under Section 106 of 

the National Historic Preservation Act (NHPA) of 

1966 as amended 

• Surveys recommended by SHPO per ORS 358.653 

These guidelines do not provide standards and 

procedures for archaeological surveys. For information 

about archaeological surveys in Oregon, please contact 

the Oregon SHPO’s Archaeological Services. 

Historic Resource Surveys  
in Oregon 

Completing a historic resource survey often is the first 

step in the preservation of historic resources important 

to Oregon’s state and local heritage. Mandated by the 

National Historic Preservation Act (NHPA) of 1966 as 

amended, historic resource surveys are conducted by 

state agencies, local governments, and historic 

preservation professionals, and supported and reviewed 

by the State Historic Preservation Office (SHPO). A 

survey is the process of collecting and recording 

information about historic resources and evaluating their 

eligibility for the National Register of Historic Places 

(NRHP) through research, fieldwork, and reporting. 

After surveying, historic resources are listed in the 

statewide inventory maintained by the SHPO and in 

inventories administered by local governments. 

In Oregon and elsewhere, completing a historic resource 

survey is a multi-part process that consists of designing 

the survey, conducting research about the survey area, 

 
Introduction  

Introduction 

Completing a historic resource survey can reveal a Completing a historic resource survey can reveal a 
community’s history through its built environment. community’s history through its built environment.   

School, Antelope, Wasco Co.School, Antelope, Wasco Co.  
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completing fieldwork, data entry, and reporting the 

findings of the survey. 

In Oregon, the SHPO is the statewide repository for 

information relating to historic resources and 

information collected through all levels and types of 

survey are recorded in the Oregon Historic Sites 

Database (OHSD). The OHSD contains records for every 

resource ever documented as part of a historic resource 

survey in Oregon from the 1960s through the present. All 

survey records are available for use by the public and can 

be searched online at heritagedata.prd.state.or.us/

historic. 

Professional Qualifications 
Surveyors involved in historic resource surveys 

sponsored by the SHPO or compliance activities must 

meet the Secretary of the Interior’s Standards for 

Archeology and Historic Preservation (36 CFR 61, 

Appendix A). These professional qualifications used by 

the National Park Service define the minimum education 

and experience necessary to perform identification, 

evaluation, registration, and treatment activities. These 

qualifications, in general, are a graduate degree in 

architectural history or closely related field, or a 

bachelor’s degree in the same fields, plus at least two 

years of full-time experience in architectural history-

related work. Surveyors who do not meet the professional 

qualifications may assist with certain parts of the survey, 

such as historic research, mapping, photography, and 

data entry.  

Levels of Survey                               
There are two levels of survey in Oregon: the 

Reconnaissance Level Survey and the Intensive Level 

Survey: 

Reconnaissance Level Survey 

The Reconnaissance Level Survey (RLS) is designed as a 

“first-look” at a broad group of historic resources and 

records basic information that is collected from the 

exterior of a building only, such as address, height, siding 

and building materials, architectural style, and potential 

eligibility for listing in the National Register either 

individually or as a contributing resource to a historic 

district. Information collected through a RLS is 

assembled in a final report. See Appendix E for an 

example RLS final report. 

Intensive Level Survey 

The Intensive Level Survey (ILS) is a detailed look at a 

single resource and records in-depth information 

collected from a physical examination of a building’s 

exterior and interior, includes research about the 

building’s property and ownership history, and identifies 

the resource’s potential eligibility for the National 

Register either individually or as a contributing resource 

to a historic district. Information collected through an 

ILS provides a solid basis for individual, historic district, 

and multiple property National Register nominations. 

See Appendix I for an example ILS full site form. 

Choosing the Right Survey 
Reconnaissance Level and Intensive Level surveys are 

both used for planning purposes but document different 

aspects of a resource’s physical characteristics and 

history. Depending on the scope and schedule of a 

project, a Reconnaissance Level and Intensive Level 

Introduction 

A Reconnaissance Level Survey provides baseline data A Reconnaissance Level Survey provides baseline data 
about a historic resource, such as architectural style. about a historic resource, such as architectural style.   
Deco District, Newport, Lincoln Co.Deco District, Newport, Lincoln Co.  

Brushing up on the local history of the survey area can Brushing up on the local history of the survey area can 
provide historical context and aid surveyors in the field.provide historical context and aid surveyors in the field.  
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survey may be both undertaken, but usually just one or 

the other is used. The following questions can help guide 

surveyors to the right level and type of survey to 

undertake:  

• How many resources are within the project area? 

• How old are the majority of resources within the 

project area? 

• What type of information is needed about the 

resources? 

• How definitive does the eligibility evaluation need to 

be? 

Recording Surveys Using the  
Oregon Historic Sites Database 

Information collected through all survey levels and types 

is recorded in the Oregon Historic Sites Database 

(OHSD). When the appropriate survey level and type is 

selected, surveyors should request a project database 

from the SHPO. Depending on the project area’s size, the 

project database will contain all records for a single city, 

county, or multiple counties. For example, if the project 

area is confined to just one city, the surveyor will receive 

a project database with property records only for that 

city. If the project area includes one city and areas 

outside the city limits, the project database will contain 

property records for the entire county. If a project area 

spans county lines, the project database will contain 

property records for multiple counties. See Appendix C 

for details about requesting and returning a project 

database, known compatibility issues, and specific 

information on how to use the project database. 

Introduction 

Reconnaissance and Intensive Level Surveys can be Reconnaissance and Intensive Level Surveys can be 
used for any resource type in any location. used for any resource type in any location.   

Farm, Marion Co.Farm, Marion Co.  
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The Reconnaissance Level Survey (RLS) is the basic 

survey level to identify, document, and report historic 

resources. Reconnaissance Level Surveys document 

specific physical information and eligibility evaluations 

for all individual resources within the survey area, and 

document preliminary historical background 

information about the survey area. This information is 

reported and recommendations are provided for future 

survey work in the Oregon Historic Sites Database 

(OHSD). The purpose of a RLS is to provide local 

governments, agencies, and the SHPO with a baseline of 

data about historic and non-historic resources within a 

defined area. 

Types of Reconnaissance 
Level Surveys 

There are two types of Reconnaissance Level Surveys: 

Standard Reconnaissance Level Survey 

Examines every resource within a survey project area, 

regardless of the age of the resource. Use a Standard RLS 

if: 

• The survey project area contains more than 10 

resources (usually) 

• The level of historical background information 

needed for the survey area is minimal 

• The level of information needed for each resource is 

minimal 

• Only a preliminary eligibility evaluation of each 

resource for the National Register is needed 

• Only 2 photos of each resource are needed 

Selective Reconnaissance Level Survey 

Examines only resources within the survey project area 

that are about 45 years old or older. Use a Selective RLS 

if:  

• The survey project area contains more than 10 

resources (usually) 

• The survey project area contains a majority of 

resources less than 45 years old 

• Minimal level of historical background information 

is needed for the survey area 

• Minimal level of information is needed for each 

resource 

• Only a preliminary eligibility evaluation of each 

resource for the National Register is needed 

• Only 2 photos of each resource are needed 

 
Reconnaissance Level Survey 

Reconnaissance Level Survey 

 

   

 

 

  

 
 

 

 

   

 

   

 

 

  

 
 

 

 

   
Standard Standard   

Reconnaissance Level Reconnaissance Level 
SelectiveSelective  

Reconnaissance Level Reconnaissance Level 

 
 

= +45 years old= +45 years old  

= +45 years old= +45 years old  

= Survey boundary= Survey boundary  = Survey boundary= Survey boundary  
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Designing a Reconnaissance 
Level Survey 

Determine the Survey Area 

The area studied in a Reconnaissance Level Survey can be 

defined by the project scope, such as with compliance-

driven surveys, or by a particular neighborhood, area of 

development, or political jurisdiction. Carefully establish 

a survey area in consultation with the SHPO or a 

qualified professional to ensure that all potentially 

eligible historic resources are included. In large survey 

areas, such as an entire city or county, the survey area 

may be conducted in phases as time and funding allow. 

Survey Proposal 

A survey proposal explains the survey project goals, 

methodology, timeline, personnel, funding, and 

expectations, and is an informal opportunity for the 

SHPO to assist local governments and agencies with 

proposed survey projects. See Appendix D for a survey 

proposal checklist. 

For proposed Reconnaissance Level Surveys, submit a 

survey proposal to the SHPO prior to starting the project 

with the following items: 

• Project Name: Provide the project name and names 

of those who will work on the project. 

• Statement of Project Objectives: Clearly describe the 

purpose of the survey and refer to current knowledge 

about the history of the area and property types 

based on background research or previous surveys. 

Define the physical extent of the survey area and the 

amount and kinds of information to be gathered 

about the resources. Example objectives could 

include: 

• “to characterize the range of historic 

properties in a region;”  

• “to identify the number of properties 

associated with a context;” or 

• “to gather information to determine which 

properties in an area are significant.” 

• Boundary Explanation and Justification: Describe 

and provide justification for the selected boundary of 

the survey project area. 

• Project Timeline: Describe when the survey project 

will begin, when specific tasks will be completed (e.g. 

notification, fieldwork, data entry, etc.), and when 

final reporting will be completed. 

• Personnel and Funding: Describe who will conduct 

the survey and his/her professional qualifications. If 

a surveyor has not yet been identified, explain how 

and when the person will be selected. Explain if the 

survey is funded in part by the federal Historic 

Preservation Fund through grants awarded by the 

SHPO, or from another funding source. 

• Appendices: Provide a map clearly showing the 

boundary of the survey project area. 

Background Research 

Background research of previous surveys and historical 

contexts or documents is needed to develop a general 

familiarity with the project area and to develop a 

narrative section in the final report that provides a brief 

history of the survey project area. Sources that can 

provide background research can include SHPO’s survey 

files, historical contexts, historical maps, tax records, 

historical photographs, local and oral histories, and other 

Reconnaissance Level Survey 

A survey proposal is a great way to organize a survey A survey proposal is a great way to organize a survey 
project and get feedback from the SHPO.project and get feedback from the SHPO.  

In a survey proposal, make sure to provide In a survey proposal, make sure to provide 
justification for the selected survey boundary.justification for the selected survey boundary.  
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standard historical reference works. If possible, include 

examples of historic property types from the survey 

project area that illustrate local trends and patterns. The 

historical narrative in the final report should only be 

enough to characterize the general sense of the 

development of the project area, usually just one to two 

paragraphs in length. 

Fieldwork 

Fieldwork and recordation is the main component in 

identifying and evaluating resources within a survey 

project area during a Reconnaissance Level Survey. 

Fieldwork is conducted along public right-of-ways in a 

systematic, resource-by-resource way. For each resource 

surveyed, specific information is collected, two or more 

photographs are taken, and each resource is noted on a 

field map. 

Project Database 

Before beginning fieldwork, setup the project database 

you received from the SHPO to help manage your 

project. Begin by creating a new survey project. Then add 

records that already exist in the project database that are 

within the current survey project area. Example: 

• The survey project area includes resources between 

the 100-500 blocks of Main Street. 

• The project database shows that 5 resources in the 

300 block of Main Street were surveyed in the 1990s 

and already have records. 

• Add the existing records for resources in the 300 

block of Main Street to your survey project group so 

they can be updated with new information. 

Adding records to the survey project group before 

beginning fieldwork provides surveyors with great 

information about any previous surveys that may have 

been conducted, thoughts from a previous surveyor 

about a resource’s age and integrity, and helps prevent 

the duplication of records. See Appendix C for detailed 

instructions on how to use the project database.  

Walking List 

For fieldwork, surveyors can use the “Walking List” 

available within the project database, or their own 

system. The “Walking List” provides surveyors with 

information about any resources that may have been 

previously surveyed within the survey project area. After 

adding any existing records in the project database to a 

survey project group, surveyors can print a Walking List 

to use in the field that shows information for each of 

these existing records. Surveyors can also print a blank 

“Walking List” to use in the field for those resources in 

the survey project area that do not yet have records in the 

project database. See Appendix C  for instructions on 

how to generate a walking list. 

Collecting Physical and Architectural Information 

Plan ahead! Surveyors should establish a systematic 

process to ensure all resources within the survey area will 

be identified and evaluated. This could include driving 

the project area before fieldwork to determine the 

terrain, the best route to walk, identifying resources that 

may be obscured or distant from the public right-of-way 

and which may need owner permission to access, places 

to take breaks, or areas where you may feel 

uncomfortable surveying alone and will want to have a 

partner. 

In areas with a large number of resources, conduct the 

Reconnaissance Level Survey 

Conducting some background research of the survey Conducting some background research of the survey 
area and doing fieldwork will reveal this building’s area and doing fieldwork will reveal this building’s 
original use. original use. Old City Jail, Antelope, Wasco Co.Old City Jail, Antelope, Wasco Co.  

Know before you go! Research the project area Know before you go! Research the project area 
before fieldwork to identify good driving and walking before fieldwork to identify good driving and walking 
routes, street closures, or construction activities.routes, street closures, or construction activities.  
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survey by surveying one side of the street and then the 

other side of the street. In rural areas where resources are 

farther apart, surveyors can survey both sides of the street 

before moving onto the next resource. 

For a Reconnaissance Level Survey, collect information 

on predominate or “primary” resources within the survey 

project area, such as residential, commercial, 

institutional, and industrial buildings, structures, and 

objects, as one resource and record it as one record in the 

project database. Briefly note any secondary resources, 

such as garages and other outbuildings, associated with 

primary resources, such as a house, in the primary 

resource record. Do not create individual records for 

secondary resources. Examples: 

• A house and associated garage 

 Create 1 record in the project database; record the 

house as the primary resource and note the extant 

garage in the notes field. 

• A house and multiple outbuildings 

 Create 1 record in the project database; record the 

house as the primary resource, and note extant 

outbuildings in the notes field. 

Do not record such features as telephone poles, sidewalks 

or sidewalk stamps, street signs, trees or other vegetation. 

Use your discretion in recording individual historic 

features such as culverts, walls, fences, or markers.  

Record the information below on the “Walking List” for 

each resource using the appropriate material, style, and 

plan categories listed in the project database (you can 

view these categories, known as “data codes,” in the 

project database.) If a resource is already listed on the 

Walking List, field check and update the information. If 

you are unsure about what a resource’s feature is, such as 

building materials or architectural style, record your best 

guess and mark it with a question mark to review later. 

• Address: Record the address number, street, and 

direction associated with the resource. 

 If an address number is unknown, extrapolate an 

approximate address and note with a question 

mark.  

 If a resource does not have an address number 

(e.g. parks, canal, etc.), enter all address 

information except a street number. 

 If a resource does not have an address (e.g. cabin, 

railroad, etc.), enter the location information such 

as “1 mile east of Road 345 and Meadow 

Mountain trailhead junction,” etc. 

 If a resource contains more than one address, 

record the address as follows: 

∗ A commercial building with 3 stores addressed 

as 100, 102, and 104 N. Main St., record as 

“100-104 N. Main Street.” 

∗ A duplex on a corner lot with 2 units 

addressed off different streets, 100 NE 

Broadway St. and 200 NE Market St., record 

the most predominant or most logical address 

as the main address and the other address as 

an associated address. 

∗ Two main resources on one tax lot with one 

address, record 1 address and note that there 

are 2 resources associated with this address. 

∗ A “bungalow court” with multiple units, either 

addressed individually (100-190 Main St.) or 

Reconnaissance Level Survey 

The location for remote properties are recorded The location for remote properties are recorded 
differently than properties with addresses. differently than properties with addresses.   

Union Hill Grange, Marion Co.Union Hill Grange, Marion Co.  

A house with an associated outbuilding, such as a A house with an associated outbuilding, such as a 
garage, shed, or shop, should be recorded in the garage, shed, or shop, should be recorded in the 

database as a single resource.database as a single resource.  
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with each unit addressed through a numbering 

or letter system (Unit 1 or Unit A, etc.), record 

as 1 resource with either an address range if 

units are individually addressed, or just one 

address with the number of units noted. 

∗ A mobile home park with multiple units, 

either addressed individually (100-190 Main 

St.) or with each unit addressed through a 

numbering or letter system (Unit 1 or Unit A, 

etc.), record as 1 resource with either an 

address range if units are individually 

addressed, or just one address with the 

number of units noted. 

∗ An industrial or institutional complex with 

multiple resources included as part of a larger 

survey project area, record the complex as 1 

record with 1 address. 

∗ An industrial or institutional complex with 

multiple resources being surveyed alone, 

record each resource within the complex as 1 

record with 1 address (if the complex has only 

1 address, record this same address for each 

resource, along with the building number, 

letter, or name). 

• Historic Name/Current Name: If known, note the 

historic or current name of the resource. 

• Original Use: Note the original use for the resource 

(e.g. residential, commercial, etc.) and the resource 

type (e.g. building, structure, object, site). 

• Eligibility Evaluation: Record ES, EC, NC, NP, UN, 

or XD. See Appendix A for a “Guide for Assessing 

Integrity” and Appendix B for more details about the 

eligibility evaluation codes. 

• Construction Date(s): Note the approximate date of 

construction and the approximate date of any major 

alterations or additions. 

• Materials: Note the primary and secondary wall 

materials 

• Style: Record the primary and, if needed, secondary 

architectural style.  

 If the resource does not have a distinctive style, 

note the general stylistic period, such as 

“Victorian Era,” “Late 19th/20th Century Period 

Revivals,” or “Modern Period,” and the secondary 

style as “Vernacular.” 

• Plan Type: If known, record the plan type. 

• Number of Contributing and Non-Contributing 

Resources: Note the total number of contributing (ES 

or EC) and non-contributing (NC or NP) resources 

on a property. Briefly note the eligibility evaluation 

of any secondary resources in the notes field (e.g. 

“EC garage,” or “NC garage,” etc.) Example: 

 An EC house and EC garage are the only 

resources on a property, record as 2 contributing 

and 0 non-contributing resources. In the notes 

field record “EC garage.” 

 An EC house and NC garage are the only 

Reconnaissance Level Survey 

If a resource doesn’t have an address, provide If a resource doesn’t have an address, provide 
enough location information for a future surveyor to enough location information for a future surveyor to 
find it again. find it again. Union Street Bridge, Salem, Marion Co.Union Street Bridge, Salem, Marion Co.  
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resources on a property, record as 1 contributing 

and 1 non-contributing resource. In the notes 

field record “NC garage.” 

 A NC house and NC garage are the only 

resources on a property, record as 0 contributing 

and 2 non-contributing resources. In the notes 

field record “NC garage.” 

• Additional Location Information: Note if the 

location of the resource needs clarification (e.g. 

“house faces Main St. but is addressed off 1st St.,” 

etc.) 

• Comments: Provide any additional comments about 

the resource (e.g. “Replaced siding, windows; large, 

rear addition,” etc.) 

Taking Photographs 

Two digital photographs of every resource within the 

survey project area are required for all Reconnaissance 

Level Surveys: 

• Take as many photos of each resource as you need to 

identify materials, style, and make an eligibility 

evaluation. If an outbuilding, such as a garage, is 

present, try to include it in a photo of the main 

resource if feasible. 

• Take photos with a resolution of at least 1600 x 1200 

pixels; a higher resolution means the photo will have 

more detail and specific features of a resource are 

more easily identified. 

• Remember that you will not submit all your survey 

photos, only 2 photos per resource will be attached 

to the project database. If there are multiple 

resources on the property, such as a house and 

outbuilding, then more photos can be attached of 

those additional buildings. 

Creating Field Map 

In addition to collecting information about each 

resource, create a field map showing the location of each 

resource, its address, and eligibility evaluation. Using 

your field map, photos, and notes can make data entry 

much easier. To create a field map: 

• Obtain a map of the survey project area which clearly 

shows streets and/or tax lots and that will be easy for 

you to use. For large survey projects, multiple map 

documents may be needed. 

• Record each primary resource surveyed by writing 

the address on the street the resource faces, drawing 

a square for each resource, and indicating a 

resource’s eligibility as follows. See Appendix B for a 

description of the eligibility evaluation codes. 

 ES/EC resources, shade the square completely. 

 NC resources, shade the square with cross-

hatching. 

 NP resources, shade the square white or leave 

blank. 

• For properties with multiple resources, such as farm 

or industrial complex, draw a circle around all the 

associated resources on the map to indicate their 

relationship to one another. 

Data Entry 
After fieldwork is completed, refer to field notes, maps, 

and photos to help enter information for each resource 

into the project database. Refer to Appendix C “Using 

the Project Database” for specific instructions on creating 

a survey project group, new records, labeling, resizing, 

and attaching photos and maps, etc. Ensure that each 

record in the project database includes: 

• Information for each resource surveyed, such as 

address, material, and construction date, etc. 

• Latitude and longitude information. 

• Two photos of each resource (more if there are 

multiple resources on one property), correctly 

resized and renamed. 

• Assigned to the correct survey project group 

Reconnaissance Level Survey 

Create a field map to record the Create a field map to record the 
general footprint, address, and eligibility general footprint, address, and eligibility 

evaluation of each historic resource.evaluation of each historic resource.  
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Final Reporting 

After completion of the field survey and data entry a final 

report about the Reconnaissance Level Survey is 

prepared. The final report provides a brief historical 

overview of the survey project area, a summary of the 

survey data, and gives recommendations for Intensive 

Level Surveys, possible National Register nominations, 

and other preservation activities. The final report may be 

written in a word processing program and copied and 

pasted into the Grouping Information Form in the 

project database, or written directly in the project 

database. If desired, surveyors can submit the final report 

to the SHPO as either a Word Doc or PDF file, but the 

report must also be included in the project database in 

the Grouping Information Form. See Appendix E for an 

example final report. 

For Reconnaissance Level Surveys, submit a final report 

with the following items: 

• Project Name: Provide the project name and the 

names of those who worked on the project. 

• Statement of Project Objectives: This section can be 

re-stated from the research design. 

• Methodology: Provide a description of field methods, 

including any problems or obstacles encountered 

during fieldwork, and if or how the methodology 

changed during the survey process, noting any 

inconsistencies or omissions. 

• Boundary Explanation and Justification: This 

section can be re-stated from the research design if 

the boundary was not changed. If the boundary was 

altered, describe and provide justification for the 

selected boundary of the survey project area. 

• Setting: Describe the natural and built environment, 

addressing the urban or rural character of the survey 

project area. 

• Historical Overview: Provide brief background 

research and history for the survey project area. 

• Data Summary: Describe the results of the survey, 

including the types of resources identified during the 

survey, noting specific, representative resources 

where appropriate, common types of alterations/

additions, common plan types, etc. 

• Recommendations: Provide recommendations for 

future survey and preservation work, such as 

identifying specific resources for Intensive Level 

Surveys, potential individual, historic district, or 

multiple properties eligible for a local register or the 

National Register, good candidates for rehabilitation 

or facade restoration, possible public education 

opportunities, etc. 

• Bibliography: Include full citations for primary and 

secondary materials referenced, including books, 

maps, archival documentation, oral histories, etc. 

• Appendices: Include the following: 

 Survey Map: Final survey map created from your 

field map that includes a title, north arrow, date, 

and key (the map does not need to be to scale). 

The final map can be created by hand or using 

mapping software, but should use the same 

system to record address, resource footprint, and 

eligibility evaluation as described for the field 

map. 

Reconnaissance Level Survey 

Provide meaningful recommendations for future Provide meaningful recommendations for future 
preservation activities, such as establishing a preservation activities, such as establishing a 
historic district. historic district. Nye Beach, Newport, Lincoln Co.Nye Beach, Newport, Lincoln Co.    

Providing good recommendations, such as specific Providing good recommendations, such as specific 
resources that could be rehabilitated, can help local resources that could be rehabilitated, can help local 
governments prioritize their preservation efforts.governments prioritize their preservation efforts.  
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 Property List: Property list with photos of all 

resources surveyed available from the project 

database. 

 Statistical Reports: Statistical report for the survey 

available from the project database. 

 Other Materials: Include other materials, such as 

historic maps, photos, or historical 

documentation, if desired. Considering adding 

historic photos especially for those buildings 

where rehabilitation work is recommended or 

expected. 

Submittal to SHPO 

Submit the following items in one folder to the SHPO’s 

FTP site.  Instructions for how to upload the items will be 

sent to surveyors at the beginning of the project. 

• Project Database Folder. Includes: 

 Completed project database file. 

 Location Maps folder with correctly resized and 

renamed files. 

 Photos folder with correctly resized and renamed 

files. 

• Final Report (in Word Doc or PDF format) 

• Other Materials (if appropriate, such as historic 

maps, photos, historical documentation, etc.) 

Submit the following items on CD or flashdrive to the 

SHPO by mail. 

• Original Digital Photos (files renamed only) 

Reconnaissance Level Survey 

A Reconnaissance Level Survey map is coded to show the age and A Reconnaissance Level Survey map is coded to show the age and 
integrity of each surveyed resource. This coding helps surveyors integrity of each surveyed resource. This coding helps surveyors 
identify concentrations of historic and nonidentify concentrations of historic and non--historic resources.historic resources.  
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The Intensive Level Survey (ILS) is designed to provide a 

high level of documentation for specific historic 

resources. This documentation includes research into the 

history, events, and people associated with the resource, 

looking primarily at such facts as dates, building 

development, builders or architects, and biographical 

data of previous owners and tenants. Information 

gathered through an ILS is recorded in the Oregon 

Historic Sites Database (OHSD).  

Intensive Level Surveys are often conducted on historic 

resources identified through a Reconnaissance Level 

Survey (RLS). The purpose of an ILS is to provide local 

governments, agencies, and the SHPO with detailed and 

verifiable information about specific historic resources. 

In addition, information collected through an ILS 

provides a solid basis for individual, historic district, and 

multiple property National Register nominations. 

Designing an Intensive Level Survey 

Determine Resources to Survey 

Identify resources to survey based on the survey project 

goals and the recommendations of previous 

Reconnaissance Level Surveys (RLS), other 

documentation, or prior knowledge. Conducting an 

Intensive Level Survey is appropriate for: 

• Further documentation: Document the history of a 

resource and assess definitively its eligibility for a 

local register or the National Register. 

• Potential individual designation: Document the 

history of a resource and assess definitively its 

eligibility for a local register or the National Register. 

• Potential historic district designation: Document 

the history of several resources within the proposed 

historic district boundary to add specific building, 

event and occupant histories representative of the 

historic district. Choose resources that best represent 

the reasons for which the historic district is 

important (e.g. events, people, or architecture). 

• Potential multiple property designation: Document 

the history of several resources within the proposed 

multiple property boundary to add specific building, 

event, and occupant histories representative of the 

multiple property theme. Choose resources that best 

represent the reasons for which the multiple 

properties are important (e.g. events people, or 

architecture). 

• Compliance-driven documentation: Document the 

history of a resource and assess definitively its 

eligibility for the National Register within the project 

area. 

 
Intensive Level Survey 

Intensive Level Survey 

An Intensive Level Survey provides a high level of An Intensive Level Survey provides a high level of 
documentation for any type of historic resource. documentation for any type of historic resource.   
Winn Barn, Weston, Umatilla Co.Winn Barn, Weston, Umatilla Co.  
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Fieldwork 

Fieldwork and recordation is just as important for an 

Intensive Level Survey as background research into the 

resource’s history. Surveyors will visit each resource 

identified to document specific location, physical, and 

architectural features. In addition, several photographs of 

the resource will be taken and field site and floor plans 

prepared. 

Project Database 

Before beginning fieldwork, setup the project database 

you receive from the SHPO to help manage the survey 

project. See Appendix C for instructions on how to use 

the project database. Begin by searching to see if any 

previous records exist for those resources that will be 

surveyed at the Intensive Level. Looking for records 

before beginning the ILS can provide excellent 

information about any previous surveys that may have 

been conducted, thoughts from a previous surveyor 

about a resource’s age and integrity, and helps prevent 

duplication of records. 

Collecting Physical and Architectural Information 

An Intensive Level Survey provides a permanent record 

about a resource and acts as an aid in evaluating its 

historical integrity and eligibility for registration. Visit 

each resource identified for an intensive survey to 

document specific location, physical, and architectural 

features. While visiting the resource, surveyors can 

examine the building in more detail and make important 

observations about such features as its exterior and 

interior spatial relationships, layout, building materials, 

and construction methods. These observations can both 

help the surveyor become familiar with the resource’s 

integrity and history.  

Record the information below for each resource using 

the appropriate use, material, style, and plan categories 

and text fields found in the project database (view these 

categories, called “data codes,” in the project database). 

Information collected for the following property types 

should include: 

• Individual Resource in Original Location 

 Original Use (dwelling, church, factory, etc.). 

 Building placement (detached, row, etc.). 

 General Characteristics: overall shape of plan 

(rectangle, ell, etc.); number of stories, structural 

system, number of vertical divisions or bays; 

construction materials (brick, frame, stone, etc.) 

and wall finish (kind of bond, coursing, shingle, 

etc.); roof shape. 

 Specific features including location, number, and 

appearance of: porches (verandas, stoops, 

attached shed, etc.); windows; doors; chimneys; 

dormers; other important or visually prominent 

exterior features. 

 Materials of roof, foundation, walls, and other 

important features. 

 Important decorative elements. 

 Interior features contributing to the character of 

the resource. 

 Number, type, and location of outbuildings, as 

well as dates of their construction. 

 Important features of the immediate environment 

such as roads, landscaping, etc. 

 

Collecting physical and architectural Collecting physical and architectural 
information in the field is important information in the field is important 

for an Intensive Level Survey.for an Intensive Level Survey.  

Physical measurements of historic Physical measurements of historic 
features should be taken during site features should be taken during site 
visits to create measured drawings.visits to create measured drawings.  
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• Resource Moved from Original Location 

 Date of move. 

 Description of original (if known) and present 

locations. 

 Distance the property has been moved. 

 Methods employed in moving the resource (if 

known). 

 Explanation of the effect of the move on the 

historical integrity of the resource and upon its 

new location, with particular reference to the 

relationships between its original and current 

orientation, locations, and settings. 

 Reason for the move. 

Taking Photographs 

Two to ten digital photographs of the resource are 

required for Intensive Level Surveys.  

• Take as many photos of the resource as needed to 

identify materials, style, etc., correctly, and make an 

eligibility evaluation. Take additional photos of any 

outbuildings on the property. 

• Take photos with a resolution of at least 1600 x 1200 

pixels; a higher resolution means the photo will have 

more detail and specific features of a resource are 

more easily identified. 

• Attach 2-10 photos (resized and renamed) showing 

at least three facades of each resource to the project 

database.  

Creating Measured Drawings 

Measured drawings provide another way to understand a 

historic resource better. Two common kinds of measured 

drawings are site plans, which show a resource in relation 

to its immediate surroundings, and floor plans, which 

illustrate the spatial arrangement and physical 

dimensions of a resource. The publication Invitation to 

Vernacular Architecture (University of Tennessee Press, 

2005), is a useful guide on how to complete measured 

drawings. Either hand-drawn or electronic measured 

drawings are accepted. 

• Site Plan: A site plan shows the layout of an entire 

property. It is especially useful in rural settings where 

there may be many outbuildings, fences, ditches, etc., 

associated with a historic resource. It is not necessary 

to measure the entire property to draw site plan and 

the drawing does not need to be to scale. Use a large 

piece of graph paper to help make mapping easier 

and more accurate. 

First, sketch the resource, outbuildings, and any 

notable features such as large trees, gardens, or 

fences, trying to be as accurate as possible in 

positioning the resources. Next, add positions and 

approximate overall measurements for each resource 

and feature. Lastly, ensure the site plan has a north 

arrow, surveyor name, date, and scale (if applicable). 

• Floor Plan: A floor plan shows the spatial 

relationships and physical dimensions of a resource. 

Although a floor plan does not need to be to scale, 

ideally, both the interior and exterior of the resource 

should be measured and the entire space recorded 

(including basements). A floor plan should show 

room arrangement, locations of windows and doors, 

and wall thickness, if possible. Use a large piece of 

graph paper to help make mapping easier and more 

accurate 

Floor plans show the spatial relationships and Floor plans show the spatial relationships and 
physical dimensions of a historic resource.physical dimensions of a historic resource.  
R.C. Geer Farmhouse, Marion Co.R.C. Geer Farmhouse, Marion Co.  

Site plans show the layout of an entire property Site plans show the layout of an entire property 
and help to document the spatial arrangements of and help to document the spatial arrangements of 
historic resources. historic resources. George Rogers Park, Lake OswegoGeorge Rogers Park, Lake Oswego  
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First, record a preliminary overall measurement of 

the width and depth of the resource to help 

proportion rooms, doors, windows, and other 

features so that the field sketch is reasonably to scale. 

Next, take “running” measurements, which run 

continuously from start to finish, of the resource. 

Measure the exterior of the resource first, then the 

interior. Also, take overall measurements of the 

depth and width of all rooms. Lastly, ensure the floor 

plan has a north arrow, surveyor name, date, and 

scale (if applicable). 

Research 

For the Intensive Level Survey, historical research is 

needed to uncover the facts of a resource’s historically 

associated people and events. Histories developed about a 

resource and its uses and occupants should follow a 

chronological format, listing such details as the names of 

occupants, dates of events, and other information found 

through historical research. Each resource has its own 

research needs and different sources will need to be 

consulted depending on those needs. Sources that may be 

available to consult are listed below. See Appendix F for a 

“General Guide to Sources” for more research ideas. 

SHPO Records 

The State Historic Preservation Office has over 50,000 

survey records and National Register nominations of 

historic resources throughout the state documented 

between the 1960s and today. Surveyors can search 

SHPO records online at heritagedata.prd.state.or.us/

historic/ and physical files at the office. Surveyors also 

have access to several dozen historic studies of Oregon 

counties, cities, and statewide thematic contexts. A list of 

contexts is available at www.oreonheritage.org. 

• Survey records: Most records include a property and 

location description, brief histories of the property 

and occupants, photographs, and a bibliography.  

• National Register nominations: National Register 

nominations include full architectural descriptions, 

historical narratives, location information, and 

multiple photographs and maps.  

Tax Records 

Tax records can reveal important information about a 

resource such as a description of structures, dates, and 

the evolution of a property in relation to city or county 

developments. These records are available at the county 

assessor’s office and also may be available at the state 

archive. Portions of these records may also be available 

online from the county assessor’s office. 

The most important item in the tax file is the legal 

description of the property, although there may be an 

estimated date of construction, a historic photograph of 

the resource, and perhaps other structural information. 

Surveyors can use the legal description to research the 

ownership of the property. See Appendix G for a Title 

Search Form template.  

Title Research 

Title research is critical in documenting a resource, and 

can reveal information about deeds, mortgages, dates 

when property changed hands, and the names of 

Intensive Level Survey 

Use a range of resources to complete an Intensive Use a range of resources to complete an Intensive 
Level Survey to get a more accurate physical and Level Survey to get a more accurate physical and 

resident history of a property. resident history of a property.   
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previous owners. Titles can be obtained from the owner, 

title company files, abstract records, and/or the county 

recorder’s or clerk’s office. 

Title abstract records are organized by plat, block, and lot 

numbers for properties in incorporated areas and 

township, range, and section designations for 

unincorporated areas. Research all transactions involving 

the property specified in the legal description, noting the 

dates, names of buyers and sellers, dollar amounts, and 

types of transactions (warranty deed, quit claim deed, 

mortgage, etc.). Copy information about important 

transactions onto the Title Search Form (see Appendix 

G). Important transactions are those that involve a 

change of ownership or that might indicate when the 

building was constructed or altered. Indications of a 

construction date can include the first relatively large 

mortgage or a dramatic increase in the selling price of the 

property. It is not necessary to copy down all of the later 

mortgages, tax sales, releases, etc. Surveyors can begin 

their search with the current owner and work backward 

to the beginning, or vice versa. Some properties are easier 

to research from past to present, and others from present 

to past. 

Building Permits 

Building permits give the date the permit was issued, 

address of the property, an estimated cost of 

construction, a brief description of the building, name of 

the owner, and sometimes the names of the architect and 

builder. Building permits can be obtained from the 

municipal building inspector, city/county records office, 

or at the city, county, or state archives. Some building 

permits may be available online. The availability of 

building permits varies widely among jurisdictions 

depending on when the city or county began requiring 

permits and each agency’s past and present retention 

policies. Surveyors should check with local governments 

on the availability of building permits. 

Historic Maps 

Historic maps that show the location of an indentified 

resource are great tools. Surveyors can find maps in 

printed books, university and college archival collections, 

county courthouses, city halls, local and regional 

libraries, at other locations, and often online. Historic 

maps are very useful for dating buildings and additions, 

and often show the position of utilities, grade levels, types 

of construction, building height, and construction 

materials. Historic maps can include town maps, 

property maps, private and family maps, land ownership 

maps, developer’s maps, and tourist maps, among others. 

• General Land Office (GLO) Maps: These maps show 

detailed information about land-use and ownership 

during the late-19th and early-20th centuries. Maps 

are sorted by township and range. 

• Metsker’s Property Ownership Atlases of Oregon 

Counties: These maps show such information as 

property ownership, plats, roads, trails, creeks, rivers, 

lakes, railroads, forests, towns, schools, camps, 

government lot numbers, donation land claims, as 

well as sections, townships, ranges, and more 

beginning in the 1920s through the 1980s. 

• Sanborn Fire Insurance Maps: These maps show 

each building on principal residential and 

commercial blocks and are color-coded (paper 

copies) to indicate construction materials. By 

comparing maps from different years, surveyors can 

establish an approximate date of construction and 

Intensive Level Survey 

Historic photos, maps, and local history books Historic photos, maps, and local history books 
are great resources to consult. Many of these are great resources to consult. Many of these 
resources are available online.resources are available online.  

Comparing Sanborn maps from different years can Comparing Sanborn maps from different years can 
show how buildings change over time. Paper maps show how buildings change over time. Paper maps 
are colorare color--coded to indicate construction materials.coded to indicate construction materials.  
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determine when and what types of changes have 

been made to the building and surrounding 

property. 

Newspapers 

Newspapers for many Oregon communities are on 

microfilm or online. Newspapers often feature society 

pages, obituaries, and birth, death, or wedding 

announcements. They can be found at historical 

societies, local, state, and federal archives, libraries, and 

online. 

• Small city newspapers: Generally weekly 

newspapers. Usually information about the 

construction of major buildings in the community, 

such as schools, churches, and public and 

commercial buildings will appear on the front page. 

References to the construction of houses can also be 

found. 

• Large city newspapers: Daily newspapers, such as the 

East Oregonian (Pendleton), The Register-Guard 

(Eugene), and The Bulletin (Bend) can include 

information about important construction projects. 

Information about the construction of individual 

houses can also be found, although not on a 

consistent or complete basis. Advertisements for 

builders and real estate companies are also useful 

sources of information, often highlighting recently 

completed buildings. 

Other Sources 

Many other resources can help surveyors complete an 

ILS and can be found at libraries, local, state, and federal 

agencies and archives, local historical societies, and 

university or college archival collections, and also online. 

• City Directories: These annual listings provide the 

names, addresses, and occupations of almost 

everyone in the city. They can be arranged 

alphabetically or by both name and address. 

Directories are useful in verifying when a house was 

built and whether the building was owner-occupied 

or rented. 

• State Gazetteers: These annual volumes include 

virtually every community in the state, but unlike 

city directories, they do not give home addresses and 

usually list only businessmen. 

• Biographical Encyclopedias: Provides a biographical 

view of local, regional, and/or state history. 

• Genealogical Records: These records can include a 

number of different documents, including vital 

records (birth, death, marriage, and divorce records), 

adoption records, cemetery records, school records, 

tax records, wills and probate records, criminal 

records, military records, etc. See Appendix H for a 

Bibliographic Research Form Template. 

• Census/Manuscript Census: Census schedules list 

each member of the household, dates of birth and 

marriage, occupations, etc. Census schedules are 

arranged by county and city and are available for 

each decade from 1850 to 1930 (1890 excluded). 

They are available at university and college archival 

Intensive Level Survey 

Allow enough time to research different sources, Allow enough time to research different sources, 
such as newspapers. Many Oregon newspapers are such as newspapers. Many Oregon newspapers are 
available online through the University of Oregon.  available online through the University of Oregon.    
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collections, libraries, state archives, and some 

information is available online. The type of 

information and the manner in which it is collected 

during each census varies greatly from year to year, 

thus direct comparisons between data sets can be 

difficult. 

• Family Histories: Written histories, journals, letters, 

etc. are sometimes available from family members. 

Verbal accounts from the family and others 

associated with the property are also often useful. 

• Obituary Index: These are often compiled from 

newspapers, cemeteries, and other local records by 

local, county, and state historical societies and other 

archival depositories. Some obituary indexes are 

available online. 

Creating a Bibliography 

An accurate and easy-to-use bibliography is an 

invaluable tool. Property citing sources will ensure that 

future researchers will be able to find previously located 

sources. While researching, it is important to keep 

detailed notes about the location of sources. Make sure to 

include full publication information, such as the author’s 

name, publisher, date, and page numbers. For archival 

collections, make sure to include the collection’s name, 

box number, folder number, and other useful 

information. Consider using The Chicago Manual of Style 

or A Manual for Writers of Research Papers, Theses, and 

Dissertations for formatting your bibliography. 

Data Entry 

After fieldwork and research is completed, refer to field 

and research notes, maps, and photos to help enter 

information for each resource into the project database. 

Refer to Appendix C “Using the Project Database” for 

specific instructions on creating new records, labeling, 

resizing, and attaching photos and maps, etc. Each record 

in the project database must include: 

• Completed or update information under the “RLS 

Info” tab, and also the resource description, history, 

and research sources in the “Intnsv Level Survey 

Info” tab 

• One latitude and longitude reference 

• At least 2 photos 

• A site plan and floor plan 

Submittal to SHPO 

After completion of data entry, submit the following 

items in one folder to the SHPO’s FTP site. Instructions 

for how to upload the items will be sent to surveyors at 

the beginning of the project. 

• Project Database Folder. Includes: 

 Completed project database file. 

 Location Maps folder with correctly resized and 

renamed files. 

 Photos folder with correctly resized and renamed 

files. 

Submit the following items via mail to the SHPO:  

• Site Forms: Paper copies of completed ILS Full Site 

Forms for each resource surveyed (generated from 

the project database). 

• Measured Drawings: Paper copies of final site plan 

and floor plan created from your field site plan and 

floor plan that include a title, north arrow, date, and 

key, if needed (the map does not need to be to scale). 

The final drawings can be created by hand or using 

mapping software. 

• Photographs: Copy of original digital photos (at least 

1600 x 1200 pixels and renamed) and one set of color 

prints of each resource. Label the back of each print 

with the resource name and description of view (e.g. 

“Wright House, Front facade,” etc.). 

• Other Materials: Paper copies of any useful research 

materials, such as historic maps, photos, or archival 

documentation, if desired. 

Intensive Level Survey 

Historic photos, postcards, or newspapers can all Historic photos, postcards, or newspapers can all 
provide clues to a resource’s history.provide clues to a resource’s history.  
Klamath Falls, Klamath Co., c.1950sKlamath Falls, Klamath Co., c.1950s  
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Related National Register Bulletins 
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• Researching a Historic Property. U.S. Department of the Interior, National Park Service, 1991, revised 1998. 
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For historic resource surveys in Oregon, integrity is 

defined as the ability of a resource to convey an accurate 

sense of the past. A resource has integrity if the physical 

character-defining features of the resource are present. 

Generally, the retention of these character-defining 

features enables a resource to effectively convey its 

history. 

For all levels and types of survey, integrity is assessed by: 

• The overall presence (or absence) of exterior historic 

physical form, fenestration, and architectural details, 

including floor plan, elevation, and materials that 

can be seen from the public right-of-way.  

• Alterations and additions made during the historic 

period (over 45 years) should be considered historic 

features of a resource, although these features are not 

necessarily character-defining. 

Alterations and additions may or may not affect the 

integrity of a resource negatively. In general, modest 

additions and alterations that have little impact on the 

historic design of the resource do not significantly affect 

integrity. For example, consider whether or not 

replacement siding on a historic house significantly 

impacts the original character of the resource, taking into 

consideration that many times new siding is the result of 

maintenance, health, aesthetic or energy savings 

concerns during the historic and/or current period. 

Consider the following questions before making a 

determination of integrity:  

• The extent to which the new material visually 

approximates the resource’s original material, 

design, and workmanship. 

 e.g. replacement siding made of horizontal 

aluminum or vinyl siding would have less effect 

on the visual integrity of a house originally clad in 

horizontal boards or novelty siding than one built 

of brick or stone. 

• The degree to which other distinctive features or 

architectural styling are obscured or lost by the 

application of the new material. 

 e.g. the negative effect of replacement siding is 

minimized if features such as window surrounds, 

wood detailing, barge boards, etc., remain 

undamaged and visible 

• The extent to which the new material is accompanied 

by other alterations or additions that substantially or 

cumulatively affect the resource’s historic character. 

The National Register Bulletin Historic Residential 

Suburbs explains that resources can have integrity where 

original siding has been replaced if the new siding:  

• Visually imitates the historic materials 

• Has been thoughtfully applied without destroying 

and obscuring significant details  

• Is not accompanied by other alterations that 

substantially or cumulatively affect the resource’s 

historic character. 

Evaluating Integrity at the 
Reconnaissance Level 

Survey at the Reconnaissance Level relies only on a 

preliminary understanding of the survey project area’s 

development history and a brief inspection of a 

resource’s exterior physical features visible from the 

public right-of-way. Since a RLS does not take into 

account all areas of significance in which a resource may 

be potentially significant, assessing the integrity of a 

resource at the Reconnaissance Level can be challenging. 

Although evaluating historic integrity is sometimes a 

subjective judgment, the assessment must always be 

grounded in an understanding of a resource’s physical 

features and how they may relate to its significance.  

To evaluate the integrity of a resource at the 

Reconnaissance Level, the approximate age of the 

resource should be established first. This is often 

determined through a physical examination of the 

resource's form, fenestration, materials, and decorative 

features. Next, establish the character-defining features of 

the resource, including architectural style and, if possible, 

plan type. Lastly, determine the extent to which these 

character-defining features remain. The evaluation of a 

resource’s integrity and potential eligibility for the 
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National Register either individually or as part of a 

historic district at the Reconnaissance Level should be 

considered preliminary only. 

Evaluating Integrity at the         
Intensive Level 

Assessing the integrity of a resource at the Intensive Level 

will provide a better understanding of the resource’s 

physical and architectural characteristics overall. Later, 

this information can be used to help identify how the 

resource may or may not be historically significant in 

some way. After completion of an Intensive Level Survey, 

the evaluation of a resource’s integrity should be 

considered more definitive. 

Guide for Assessing Integrity 

The “Guide for Assessing Integrity” table (below) can 

help surveyors in evaluating the integrity of a resource by 

considering the hierarchy of character-defining features 

and the degree to which they are original or compatible. 

The table should only be used as a guide for evaluating 

integrity, not a checklist. With experience, surveyors 

learn to make this integrity assessment almost “at a 

glance” by quickly identifying which features should be 

considered most important in making evaluations of 

integrity. 

 Appendix A: Evaluating Integrity 

Guide for Assessing Integrity 

Consider  the h ierarchy (1-4)  of  the f ol lowing f eatures  and the       

degree to which they are  or ig inal  or  compat ible  to evaluate                 

the  integr i ty  of  a  resource .  See the “Guide f or  Assess ing  Integr i ty”  

paragraph (above)  f or  more informat ion.  

1) Form 

Roof shape 

Additions 

Porches 

2) Fenestration 

1) Openings 

2) Style 

3) Materials 

3) Materials 

1) Walls 

2) Gable ends, foundation 

3) Roof 

4) Decorative Features 

Trim/Molding 

Chimney 

Brackets, etc. 

RFP#809 Willamette Heights Recon. Level Survey Page 33 of 71



 

25 

For all surveys, surveyors will record the current age and 

integrity of a resource by selecting from six eligibility 

evaluation categories:  

ES (Eligible/Significant) 

Record “ES” when a resource currently is over 45 years 

old, retains historic physical materials, and/or design and 

architectural features, and appears to be of a notable 

architectural style, architect-designed, or if the surveyor 

knows of a significant event or person associated with the 

resource.  

• Example: A building built in 1950 that has a mostly 

intact footprint, window openings and design, and 

siding where an important local civic leader lived. 

EC (Eligible/Contributing) 

Record “EC” when a resource currently is over 45 years 

old and retains historic physical materials, and/or design 

and architectural features.  

• Example: A building built in 1950 that has a mostly 

intact footprint, window openings and design, and 

siding. 

NC (Not Eligible/Non-Contributing) 

Record “NC” when a resource currently is over 45 years 

old and does not retain historic physical materials, and/

or design and architectural features. Briefly explain why 

the resource is evaluated as “NC” in the “Notes/

Comments” field in the project database. 

• Example: A building built in 1950 that has a large 

side addition, modified window openings, replaced 

window sashes, and replaced siding. In “Notes/

Comments” note, “Large addition, altered windows 

and siding.”  

 

 

 

 

NP (Not Eligible/Out-of-Period) 

Record “NP” only when a resource currently is not yet 45 

years old or older. Resources within 1 to 2 years of the 

45-year mark may also be evaluated as “ES,” “EC,” or 

“NC.”  

• Example: A resource built last year.  

UN (Undetermined) 

Record “UN” only when the integrity of a resource 

cannot be determined because the resource was not 

located, was too obscured by vegetation, or was too 

distant to evaluate from the public right-of-way, etc. 

Briefly explain why the resource is evaluated as “UN” in 

the “Notes/Comments” field in the project database. 

• Example: A resource located down a long driveway 

in a wooded area would be evaluated as “UN” if the 

surveyor cannot view the exterior of the resource 

from the public right-of-way and does not have 

permission to access the property. In “Notes/

Comments” note, “Resource not visible from public 

ROW; will need owner permission to access.”  

XD (Demolished) 

Record “XD” only when a resource is no longer present 

at the site. If known, briefly explain when the resource 

was demolished or destroyed in the “Notes/Comments” 

field in the project database.  

• Example: “Demolished in 2011;” or “Destroyed by 

fire in 2011.”  
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26  Appendix C: Using the Oregon Historic Sites Database 

Information collected through all survey levels and types 

is recorded in the Oregon Historic Sites Database 

(OHSD). When the appropriate survey level and type is 

selected, surveyors should request a project database 

from the SHPO. Depending on the project area’s size, the 

project database will contain all records for a single city, 

county, or multiple counties. For example, if the project 

area is confined to just one city, the surveyor will receive 

a project database with property records only for that 

city. If the project area includes one city and areas 

outside the city limits, the project database will contain 

property records for the entire county. If a project area 

spans county lines, the project database will contain 

property records for multiple counties.  

Project Database Compatibility 

The Oregon Historic Sites Database is a Microsoft Access 

2003 database and is read and write compatible with 

Access 2003, Access 2007, and Access 2010 software. See 

below for a list of known compatibility problems between 

Access 2003 and newer versions of Access. 

Access 2007 

• When the project database is opened, a security 

warning will pop-up with the following notice, 

“Some active content has been disabled. Click for 

more details.” Users should click on the “Enable 

Content” button to view and edit the database 

correctly. 

Access 2010 

• When the project database is opened, a security 

warning will pop-up with the following notice, 

“Some active content has been disabled. Click for 

more details.” Users should click on the “Enable 

Content” button to view and edit the database 

correctly. 

• In the Search Menu, hide the ribbon at the top of the 

page to enable the vertical scroll bar. 

• Users cannot delete records from groups once a 

record is assigned a group. 

Requesting a Project Database 

Surveyors should request a project database no more 

than 30 days in advance of fieldwork. Instructions for 

downloading the project database will be sent to 

surveyors at the time of request. 

A project database is extracted from the master Oregon 

Historic Sites Database and will contain the most up-to-

date property records at the time of extraction. Because 

of this, surveyors should request a project database only 

when they are ready to begin fieldwork. If a project 

database is requested too far in advance of fieldwork 

taking place, the record set in the project database will be 

out-of-date. 

The project database will be extracted and placed on the 

SHPO’s FTP site as a folder that contains two folders for 

maps and photos and the database file. Surveyors need to 

ensure that all of these folders and files are kept in the 

original folder in order for the database to correctly 

display photos and maps in the database records and 

reports. The project database folder is structured as: 

|----Example_DB_Jan11 (folder) 

| |----Location Maps (folder) 
| |----Photos (folder) 
| |----Example_HistSites_Jan11.mdb 

Returning the Project Database 

After survey reporting is complete, upload the project 

database and all associated folders and files included to 

the SHPO’s FTP site. Instructions for how to upload the 

project database will be sent to surveyors at the 

beginning of the project. Supplementary survey 

materials, such as research materials, historic 

photographs, etc., can also be uploaded.  

Once received, SHPO staff will review the project 

database for completion. If errors are found, such as 

incomplete record information, photos labeled or 

attached incorrectly, etc., the database will be returned to 

the surveyor for editing and re-submittal. The project 

database folder should be structured as: 
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|----Example_DB_Jan11 (folder) 

| |----Location Maps (folder) 

| |----Photos (folder) 

| |----Example_HistSites_Jan11.mdb 

| |----Example_Final_Report.pdf 

| |----Example_Other_Docs.pdf 

Using the Project Database 

General Information 

• Edit only one copy of the project database. 

• Ensure that the project database folder contains two 

folders called “Location Maps” and “Photos,” and the 

project database file. Keep these folders and file 

together. 

• As soon as a record is edited, it is automatically 

saved. When editing, users do not need to “save” the 

project database. Using the File --> “Save” or “Save 

As…” option in Access 2007 or Access 2010 may 

inadvertently convert the project database and make 

it incompatible with SHPO software. 

• If using Access 2007 or Access 2010, see the “Project 

Database Compatibility” section for known 

compatibility issues. 

• All records for resources listed in the National 

Register of Historic Places must be handled with 

extra care. Do not change data (except the RLS date) 

without checking first with SHPO staff. 

Create a New Survey Project 

• Open the Oregon Historic Sites Database 

• Create a new group 

• Create a new survey project 

• Fill out the Grouping Information Form as 

completely as possible, including a name for the 

survey project, type of survey, and acreage surveyed. 

If the survey is part of a CLG grant, select “HPF” for 

the “Funding Source” field. If the survey is 

compliance-driven, fill out the “106 Surveys Only” 

section as well. 

• Include the city, county, or area name, type of 

survey, and year in the survey group name. Example 

RLS project group names: 

 Canyon City Downtown RLS 2010 

 Springfield Mohawk Neighborhood RLS 2009 

• Example compliance project group names: 

 Clackamas Sunrise Project: I-205 to Rock Creek 

Junction (Hwy 212/224) 2007 

 Heppner Court St Improvement Project 2007 

• View groups by going to Main Menu --> View All 

Records and Groups --> View All Groups - list view. 

If a property has been assigned to a group you can 

view that group’s information by clicking the “View” 

button in the “survey project name or other group 

name” field in the property’s full record view. 

Print a Walking List 

• To print a Walking List, go to the Main Menu --> 

Print Group Reports/Lists --> Select the survey 

project group name from the Group Name menu --> 

click on “RLS Walking List (data entry)” 

• To print a blank Walking List, go to the Main Menu 

--> on the left-hand side print “Walking List 

(blank).” 

Add Existing Records to the Survey Project 

• Go to the Main Menu and search for property 

records that may already exist in the survey project 

area. Searches can be limited to specific streets, 

construction dates, etc., but broader searches will 

yield more matching results. Do not create 

duplicate records for one property. 

• Search results are displayed in order by alphabetical 

city, address number, and street name. Change the 

display of the search results by clicking on the sort 

button at the top of each column. 

• If a property within the project area already has a 

record in the database, view the full form for the 

record. In the “Survey Project Name or Other Group 

Name” field, select the project group name to 

associate the record with. One record can be 

assigned multiple project groups. 

• Return to the search results by exiting the record 

form to add more properties to the project group. 

• A project group can be assigned to multiple records 

at one time by going to Main Menu --> View All 

Records and Groups --> View All Records - list view. 

This view shows all the records in the project 

database organized alphabetically by property name. 

To view properties in address order, click on the sort 
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button at the top of the “Address or Location” 

column. In address order, properties are displayed in 

address number order first, then street name 

alphabetically. Click the “add to group” box on the 

far left column for each desired record, then click on 

the “Add Chkd to a Group” button at the top of the 

column, select the project group name from the 

drop-down menu, and click “OK.” Click “Yes” if 

other menus pop up that ask for modifications to the 

database. 

• View all the records assigned to a project group and 

information about the group by going to Main Menu 

--> View All Records and Groups --> View All 

Groups - list view. 

Create a New Record 

• To add a property to the database, create a new 

record by going to Main Menu --> Create New 

Records and Groups (Data Entry) --> Create New 

Resource Record - Full Entry Form. All records 

must have the address, city, county, and associated 

project group information completed. 

• Alternatively, create a new record by clicking on the 

“Create New Record” button in the record form 

view. New records are always placed at the end of the 

record set by default. You can copy information 

from a field in the last record you were viewing into 

the same field in a new record by pressing the CTRL 

and “ (quote/apostrophe) keys at the same time. This 

is helpful in fields that repeat from one record to 

another, such as RLS date, city, street name, original 

use, etc. 

• Numbered street names, such as 1st Avenue, 10th 

Street, 25th Street, etc., must be entered as numbers, 

NOT spelled out. This allows the streets to be sorted 

in a numeric rather than alphabetical order. 

• Street suffixes such as Avenue, Street, Boulevard, 

etc., must be entered in the “Suffix” field. 

• For resources that do not have an address number 

(e.g. parks, canal, etc.), enter all address information 

but a street number. 

• For resources that do no have an address at all (e.g. 

cabin, railroad, forest service road, etc.), enter 

location information in the “non-addr loc desc” box. 

• For a RLS, fill out the “RLS Info” tab, attach a photo 

in the “Photos” tab, and record the latitude and 

longitude in the “Additional Location Info” tab. 

• For an ILS, fill out or update the “RLS Info” tab, 

record the resource description, history, and research 

sources in the “Intnsv Level Survey Info” tab, attach 

a photos in the “Photos” tab, attach a site map or 

drawing in the “Maps/Drawings” tab, and record the 

latitude and longitude in the “Additional Location 

Info” tab. 

• For compliance-driven surveys, complete the “106 

Info” tab. 

Add Latitude and Longitude 

• Record latitude and longitude coordinates for each 

record in the “Additional Location Info” tab in the 

“USGS Location Information” fields. 

• Collect latitude/longitude coordinates using the 

North American Datum of 1983 (NAD83) or World 

Geodetic System (WGS) WGS84. 

• Latitude and longitude should be expressed as 

Decimal Degrees to at least the fifth decimal place. In 

Oregon, all latitude is measured in positive values 

and all longitude is measured in negative values. 

Example: 45.93009 (latitude); -118.38543 (longitude) 

• For a single property, record latitude/longitude 

coordinates for the center of the primary resource on 

the property (e.g. a property contains a house and 

associated garage; since the property will have only 

one record in the OHSD, record the latitude/

longitude for the center of the house). 

• For large properties with multiple resources that will 

have individual records in the OHSD, such as 

farmstead or military complex, record latitude/

longitude coordinates for the center of each resource. 

• For linear properties, such as trail, railroad bed, or 

road, record three or more latitude/longitude 

coordinates along the resource, such as the 

beginning, middle, and end of the resource. For 

compliance-sponsored surveys, record one 

coordinate at the center of where the resource is 

being crossed; record two other coordinates at either 

end of the Area of Potential Effect (APE). 
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Format and Name Photos 

Format all photos as follows: 

• 800 x 600 pixels 

• 100-200 KB file size 

• JPG format (.jpg, .jpeg) 

Name all photo files with specific addresses as follows: 

• Streetname_Number_Direction_01.jpg 

• e.g. 100 Main St. N  --->  Main_100_N_01.jpg 

• e.g. 10 SE Lone Oak Rd. ---> LoneOak_10_SE_01.jpg 

• e.g.100 W 14th Ave.  --->  14th_100_W_01.jpg 

• e.g. 100-150 F St.  --->  F_100_150_01.jpg 

 Do not leave any spaces in the file name 

 Do not include the type of street suffix (e.g. St., 

Rd., etc.) in the file name 

 Separate number ranges with an underscore 

Name all photo file names without specific address 

numbers (e.g. a park, canal, etc.) as follows: 

• Streetname_Direciton_Resourcename_01.jpg 

• e.g. City Park, S Main  --->  Main_S_CityPark_01.jpg 

• e.g. Canal, E 3rd St.  --->  3rd_E_Canal_01.jpg 

 Do not leave any spaces in the file name 

 Do not include the type of street suffix (e.g. St., 

Rd., etc.) in the file name 

Name all photo file names without any specific address 

information (e.g. cabin, railroad, etc.) as follows: 

• Resourcename_01.jpg 

• e.g. Cabin, Mt. Hood NF ---> Cabin_01.jpg 

• e.g. Rail grade, Lake Co. ---> RailGrade_01.jpg 

Format and Name Maps 

Format all maps as follows: 

• 800 x 600 pixels 

• 100-200 KB file size 

• JPG format (.jpg, .jpeg) 

Name all overall survey map file names as follows: 

• Year_Surveyname_maptype 

• e.g. 2011_LincolnCityRLS_SurveyMap.jpg 

• e.g. 2011_RoseburgILS_USGSMap.jpg 

Name site plans, floor plans, etc. for individual resources 

as follows: 

• Streetname_Number_Direction_MapType.jpg 

• e.g. LoneOak_1234_SE_siteplan.jpg 

• e.g. Main_123_N_floorplan_01.jpg  

• Use “01, 02, etc.” if there is more than one of the 

same type of map 

Add Photos and Maps 

• Place copies of all photos for the survey project in the 

“Photos” folder included with the project database. 

Only images placed in this folder will be “seen” by 

the database.  

• Place copies of all maps for the survey project in the 

“Location Maps” folder included with the project 

database. Only images placed in this folder will be 

“seen” by the database.  

• To add a photo or map to a record, click on the 

“Photos” or “Maps/Drawings” tab in the full record 

view form. In the “File Name” field, enter the full file 

name of the photo or map (e.g. 

Main_100_NE_01.jpg) located in the “Photos” or 

“Location Maps” folder included with the project 

database.  

• In the “Image Description” or “Map Description” 

field, enter a short description of the photo (e.g. 

Front facade; East facade; Site Plan, 1st floor plan, 

etc.).  

• For photos, checkmark the box next to “Set as 

primary image for printing reports.” 

• To add a second photo or map, click the >* button at 

the bottom of the “Photos” or “Maps” tab. 

Delete a Record 

• Do not delete any existing master records! To see if 

a record is a pre-existing master record, look in the 

upper-right hand corner for the “Master ID” and 

“record ID.” If there is a number next to the “Master 

ID,” then the record is a pre-existing master record 

and must not be deleted. 

• If a duplicate record or a pre-existing master record 

has been created by mistake, delete the record that 

RFP#809 Willamette Heights Recon. Level Survey Page 38 of 71



 

30  Appendix C: Using the Oregon Historic Sites Database 

was recently created (this record will not have a 

number next to “Master ID” in the upper right-hand 

corner of the record form). 

• To delete a record from the project database, view 

the form for that record and place a checkmark in 

the “Flag Record for Deletion” box. Records flagged 

for deletion will not be included in any reports, but 

will show up in searches. 

• To delete a record from a group, view the form for 

that record, click in the group name field, and then 

click on the red X [insert graphic] in the toolbar. The 

group name will be deleted from the record. 

Create a Final Survey Report 

• Report the findings of the survey, such as survey 

boundaries, summary and recommendations, maps 

and photos in the “Grouping Information Form” by 

going to Main Menu --> View All Records and 

Groups --> View All Groups - list view and selecting 

the appropriate group. 

• In the “Grouping Information Form,” enter findings 

of the survey in the appropriate fields. Surveyors can 

copy and paste text from other word processing 

programs directly into the database fields. 

View/Print Reports and Lists 

• View and print lists by going to Main Menu --> Print 

Group Reports/Lists. From the “Reports Menu,” 

select a city, county, or group for the report, and the 

type of report or list to generate. 

• View and print a final report by going to Main Menu 

--> View All Groups and selecting the appropriate 

group. In the “Grouping Information Form,” click 

on “Select/Print Reports” and choose “RLS Cover 

Sheet.” 

Troubleshooting the Project Database 

• If the project database gives an error message when 

in the record form view, make sure that the city and 

county fields have been filled out. The city and 

county fields must be filled out first before 

completing information for the rest of the record. 

• If the project database gives an error message when 

in the Main or Search Menus, or when moving from 

the Search Menu to the Record Form View, please 

contact SHPO staff for assistance. 
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Appendix D: Reconnaissance Level Survey    
      Proposal Checklist 
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Example Completed Survey Proposal 
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Canyon City Downtown 

Reconnaissance Level Survey 

Canyon City, Grant Co., Oregon 

June 2010 

Report prepared by: 

Cara Kaser, Architectural Historian, Oregon SHPO 

Survey Conducted by: 

Chrissy Curran, Assoc. Deputy SHPO, Oregon SHPO 

Cara Kaser, Architectural Historian, Oregon SHPO 

 

Statement of Project Objectives 

The Canyon City Downtown Reconnaissance Level Survey was achieved through an informal partnership between 

the Oregon State Historic Preservation Office (SHPO) and the City of Canyon City. Three project objectives were 

established: 1) to provide city officials and citizens of Canyon City a fair and accurate assessment of resources within 

portions of the legal subdivisions “Original Town” and “Kelly’s Addition;” 2) to provide the City of Canyon City with 

baseline historic resource data as a basis for preservation planning and policy within the project area; and 3) to 

increase to the body of knowledge regarding rural, downtown historic resources in eastern Oregon maintained by 

the SHPO. 

 

Methodology 

The Canyon City Downtown Reconnaissance Level Survey project area was confined to a geographical area loosely 

defined by the downtown area of Canyon City. East Main Street and Canyon Creek were determined as the northern 

and eastern boundaries as historic commercial resources largely stop at E. Main Street and Canyon Creek is a natural 

boundary between the east and west sides of the city. The western boundary was established along a natural hillside 

that separates downtown for other higher elevation residential areas. The southern boundary was established 

roughly along E. Izee Street, to include the Grant County Courthouse, and is primarily a boundary between 

commercial and residential properties. These boundaries encompass portions of the legal subdivisions “Original 

Town” and “Kelly’s Addition.” 

The project was completed using the latest “Guidelines for Conducting Historic Resource Surveys in 

Oregon” (February 2008) and supplements provided by the Oregon State Historic Preservation Office. Field data 

collection took place on April 27, 2010, and was later entered into the Oregon Historic Sites Database. The survey 

was also conducted in compliance with the Secretary of the Interior’s Standards for Preservation Planning. 

 

Boundary Explanation and Justification 

The survey project area was loosely defined by the downtown area of Canyon City defined by portions of the 

Original Town plat, extending south into a portion of Kelly’s Addition. The boundary is irregular in shape and is 

bounded on the north by the centerline of E. Main Street, on the west by a natural hillside, generally on the south by 

the centerline of E. Izee Street, and generally on the east by a portion of the centerline of S. Humbolt Street and 

Canyon Creek (see attached maps). The survey project area covered approximately 6 city blocks and consists of 8.5 

acres and 21 resources. 

Setting 

It is likely that the formation of city plats and lots was largely determined by the terrain of the area, largely defined 

by steep hillsides and Canyon Creek. Platted street, block, and lot shapes within the Canyon City Downtown area are 
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aligned general north-south situated between Canyon Creek and a steep hillside. Lots are generally irregular except 

for those lots situated between Clark and Washington Streets south of E. Main Street which are generally uniform in 

orientation, width, and depth. Street widths vary with S. Canyon City Boulevard (a.k.a John Day Burns Hwy, US Hwy 

395) the widest. 

Streetscape and typical landscaping within the majority of the survey area include sidewalks (excluding those 

resources along S. Canyon City Boulevard), with buildings constructed to lot lines. The City Park is an open landscape 

with trees, shrubs, and play equipment. The Episcopal Church (135 S. Washington St.) is set-back from the street and 

bounded by open lawns on either side. Large trees along Canyon Creek bound the west side of S. Canyon City 

Boulevard, providing a visual break between the largely residential development on the west of the creek and 

commercial on the east. 

 

Historical Overview 

Located in central Grant County, the establishment of Canyon City in 1862 followed the discovery of gold in the fall 

of 1861 along Canyon Creek. An influx of population precipitated by the discovery of gold reached approximately 

1,500 people by 1863 and helped lead to the establishment of Canyon City as the county seat in 1864. The city did 

not incorporate until 1891. The city remained in important proximity to ore extraction throughout the 19
th

 century. 

A fire in 1870 destroyed part of town, including the county courthouse, and an 1885 fire wiped out Chinatown, 

which until that time held the largest Chinese settlement in eastern Oregon, and also destroyed the second county 

courthouse. On November 11, 1898, another fire destroyed Canyon City’s business district and several homes. Then 

again on April 18, 1937, a third fire broke out in town, starting in the Hotel Canyon, before spreading to the business 

district and destroying a large part of the city. The county courthouse was again lost to fire in November 1950, and 

the current courthouse was constructed in 1952. Acclaimed American poet Joaquin Miller (real name Cincinnatus 

Heine Miller, 1837-1913) lived in Canyon City from 1864-1870, after working as Pony Express rider and miner, and 

was later elected as the judge of Grant County. 

 

Data Summary 

The Canyon City Downtown Reconnaissance Level Survey contains 20 buildings and one site (City Park). Building uses 

are comprised of 11 commercial/trade, 2 residential, 4 governmental, 1 recreation/culture, 1 religious, 1 social, and 

1 landscape. Some of the resources within the survey area have been altered and lack some historic integrity, 

although a majority of resources retain historic integrity. Of the 21 resources, 11 (52%) are considered eligible/

contributing, 3 (14% are eligible/significant, 3 (14%) are not eligible/non-contributing, and 4 (19%) are not eligible/

out-of-period (see attached sheet). The total number of contributing and non-contributing resources is 14 (67%) 

contributing and 7 (33%) non-contributing. One building, St. Thomas Episcopal Church (135 S. Washington St.) was 

individually listed in the National Register of Historic Places on November 21, 1974 (NRIS # 74001685). 

Resources were built at varying times, and there is no one decade when a majority of resources were constructed. 

The decade that retains the highest number of extant buildings is between 1900 and 1909 (19%) Most likely due to 

three devastating fires in Canyon City between 1870 and 1937, there is a mix of building ages and building styles. 25 

per cent of the resources date from the period between 1860 and 1899, and the majority of resources (57%) date 

from the period between 1900 and 1959 (see attached sheet). Combined, 83% of the resources date from the 

hundred-year period between 1860 and 1959. Non-contributing resources are distributed throughout the survey 

area, but with concentrations of not eligible/contributing properties located only along S. Washington Street. Not 

eligible/Out of period resources are mainly also found along S. Washington Street, but with some and incompatible 

alterations found along S. Canyon City Boulevard (e.g. 235-295 S. Canyon City Boulevard). 

It appears that S. Washington Street historically was the main commercial area or “downtown” of Canyon City as the 

majority of storefronts face onto this street. Beginning during the mid-20
th

 century, newer buildings were built 

facing, or nearer, S. Canyon City Boulevard, the primary route currently connecting Canyon City and John Day (e.g. 

101 and 280 S. Canyon City Blvd). Two resources, the Joaquin Miller Cabin and Greenhorn Jail, located at 121 S. 

Canyon City Boulevard, were relocated along this main route. In addition, the entrances to both the Woldenberg and 

Patterson Buildings (235-295 S. Canyon City Blvd) were re-oriented from S. Washington Street to face S. Canyon City 

Boulevard most likely during the 1960s. The original rear facades of these buildings (but now the primary entrances) 

were altered in a Neo-Mansard style. 
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Resources within the survey area are most often 1-story, some with false fronts or parapets, although buildings 

dating from the mid-20
th

 century are 1- or 2-stories. Common building materials include stone (laid in regular or 

random courses), poured concrete, and stucco. A notable example of the use of stone within the survey area is the 

1938 Fraternal Lodge Building (131 S. Washington St.), a 2-story, random coursed stone building. The Grant County 

Courthouse (200 S. Canyon City Blvd) built in 1952 uses a combination of stucco and stone. Common window types 

include multi-lite, metal-sash, single-lite, fixed, wood-sash, and modern vinyl windows. 

Common alterations to building materials include replacement of original wood or metal-sash windows with vinyl-

sash windows, stucco and synthetic stone applied over original stone-work, painted stone-work, and altered 

storefront facades. The majority of resources, however, retain historic integrity. A few resources are not eligible due 

to age only (not yet 50 years old). 

 

Recommendations 

Further Reconnaissance Level Survey of other commercial areas within Canyon City along S. Canyon City Boulevard 

and Washington Street is recommended to identify potentially eligible resources if other commercial areas exist. 

Further study through Intensive Level Surveys (ILS) is recommended within the Canyon City Downtown for the 

following resources: 

• Fraternal Lodge Building (131 S. Washington St.) – further study of building’s history and use, and architectural 

style and construction. 

• Joaquin Miller Cabin (121 S. Canyon City Blvd) – further study of building’s history and use by Miller. 

• Grant County Courthouse (200 S. Canyon City Blvd) – further study of building’s history, use, and architectural 

style. 

• First National Bank of Canyon City (110 S. Washington St.) – further study of building’s history, use, and 

architectural style. 

• Canyon City Brewery (111 S. Washington St.) – further study of building’s history, use, and architectural style. 

• Greenhorn Jail (121 S. Canyon City Blvd) – further study of building’s history, use, and architectural style. 

• Grant County Historical Museum (101 S. Canyon City Blvd) – further study of building’s history and use. 

The Canyon City Downtown may be potentially eligible for listing as a historic district in the National Register of 

Historic Places under Criterion A for Community Planning and Development in Canyon City during the late 19
th

 and 

early 20
th

 centuries. In addition, several resources within the survey area may be individually eligible for the National 

Register and could be consider for listing as part of a Multiple Property Submission under Criteria A, B, and C for 

Community Planning and Development, Social History, Literature, Commerce, Politics/Government, and 

Architecture. With further study, consider listing these resources in the National Register: 

• Canyon City Downtown Historic District – potentially eligible under Criterion A for Community Planning and 

Development, Commerce, Politics/Government, and Social History for association with the development of 

Canyon City. 

• Multiple Property Submission “Historic Resources of Downtown Canyon City” 

• Fraternal Lodge Building (131 S. Washington St.) – potentially individually eligible under Criterion A under Social 

History for association with development of fraternal organizations in Canyon City. 

• Joaquin Miller Cabin (121 S. Canyon City Blvd) – potentially individually eligible under Criterion B under Literature 

for association with poet and essayist Joaquin Miller (real name Cincinnatus Heine Miller). Two residences of 

Miller’s are already listed in the National Register, one of which, the Joaquin Miller House, is a National Historic 

Landmark in Oakland, California (see http://tps.cr.nps.gov/nhl/detail.cfm?

ResourceId=111&ResourceType=Building). 

• Grant County Courthouse (200 S. Canyon City Blvd) – potentially individually eligible under Criterion A under 

Politics/Government for association with the enactment and administration of laws and government in Grant 

County. The building may also be eligible under Criterion C for Architecture as an example of public building 

construction during the 1950s in Oregon. 

• First National Bank of Canyon City (110 S. Washington St.) – potentially individually eligible under Criterion A for 

Commerce as an example of an early 20
th

 century bank in Grant County. 

Canyon City Brewery (111 S. Washington St.) – potentially individually eligible under Criterion A for Commerce and 

possibly Entertainment/Recreation as an example of a 19
th

 century brewery/saloon in Canyon City. 
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The Canyon City Downtown could benefit from a historic preservation education program aimed at restoring historic 

building materials. This could include education about maintaining and repairing historic masonry and windows and 

how-to make appropriate alterations to maintain a resource’s historic integrity and character. Education could be 

through public meetings, hands-on workshops, online tools, and publications.  

Explore the option of becoming a preservation partner with the SHPO as a Certified Local Government (CLG). 

Communities that participate as a CLG are eligible to receive yearly grants offered from the National Park Service 

and administered through the SHPO. Grants can be used for a number of preservation-related projects including the 

development of educational materials such as interpretive panels, bricks-and-mortar projects for rehabilitation of 

historic buildings, survey and inventory, and National Register nominations. CLG grants can also be used as other 

grants passed-through to local community members. For example, a mini-grant program funded through a pass-

through CLG grant aimed at downtown facade rehabilitation for the removal of non-compatible siding or for 

repairing historic masonry or windows could be offered. For more information about the CLG Program, contact CLG 

Coordinator Kuri Gill, at (503) 986-0685 or kuri.gill@state.or.us, and visit http://www.oregonheritage.org/OPRD/

HCD/SHPO/clg.shtml. 
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Appendices 

• Survey Map: Final survey map created from your field map that includes a title, north arrow, date, and key (the 

map does not need to be to scale). The final map can be created by hand or using mapping software, but should 

use the same system to record address, resource footprint, and eligibility evaluation as described for the field 

map. 

• Property List: Property list with photos of all resources surveyed available from the project database. 

• Statistical Reports: Statistical report for the survey available from the project database. 

• Other Materials: Include other materials, such as historic maps, photos, or historical documentation, if desired. 

Considering adding historic photos especially for those buildings where rehabilitation work is recommended or 

expected. 
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 Example Survey Map 

,
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Example Property List 
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Example Statistical Reports 
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View of Canyon City downtown, 4th of July parade, July 4, 1885. 

Courtesy of Baker County Library. 

View of Canyon City downtown, 1900, taken by W. Lindgren. 

Courtesy of Umatilla National Forest. 

Example Other Materials 
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Appendix F: General Guide to Sources 
From National Register Bulletin: Researching a Historic Property 

Material Sources Potential Information Yielded 

Architectural/

Construction 

Drawings  

• Owner  

• Architectural or successor firm  

• Headquarters of organization or firm 

that built the structure  

• Recent tax assessor's records  

• Newspaper references  

• Architect/builder  

• Plans  

• Materials  

• Built dates and alterations  

• General construction information  

Architectural 

Journals  

• Specialized fine arts libraries  

• Original architectural publications  

• Architectural articles from historic period  

• Architectural biographies  

• Architectural drawings and photographs  

Building Permits  

• Municipal building inspector  

• City/county records office  

• City/county/State archives  

• Architect  

• Existence of architectural drawings  

• Client  

• Contractor  

• Cost and date of work  

• Alterations  

Census/Manuscript 

Census Records 

(Population, 

agricultural, 

manufacturing)  

• State archives  

• Federal Records Center, Suitland, MD  

• Residents of property for years census taken  

• Property ownership  

• Acreage, crops, and livestock  

• Types and locations of manufacturers  

• Ethnic backgrounds of residents, ages, and 

education levels  

Abstract of Title  

• Owner 

• Office of attorney who did title search 

• Title company files  

• Summary of relevant deeds, mortgages, wills, 

litigation, tax sales 

• Names of owners 

• Dates when property changed hands 

• Description of legal boundaries  

Church Records  

• Parish churches  

• Diocesan offices  

• Birth  

• Death  

• Baptism  

• Marriages  

City Council or 

County Minutes, 

Ordinances, etc.  

• City clerk  

• Clerk of superior court or county 

courthouse  

• Ordinances of resolution affecting a property, 

subdivision, etc.  

• Dates  

• Description  

Commercial 

Histories  

• Head offices of companies  

• Local or regional libraries  

• Historical societies  

• Corporate records  

• Histories of local industries and businesses  
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Community/County 

Histories  

• Local/regional libraries  

• Historical societies  

• Fraternal organizations  

• Information about structures, people, and 

events: pertinent dates, locations, activities, 

biographical sketches, etc.  

Corporate/Business 

Records  

(Ledger Books, 

Advertisements, etc.)  

• Corporate/business archives  

• Specialized libraries  

• Present corporation/business  

• Nature and source of items sold  

• Economic base of community  

Court Documents  

• Courthouses  

• State archives  

• Civil and criminal indices: civil and criminal 

court actions, divorces, property suits, etc.  

• Voting rolls 

• Probate records  

Deeds  

• Clerk of superior court, county 

courthouse  

• State archives  

• Ownership or title  

• Property value (noticeable value change can 

indicate construction, additions, change in 

neighborhood makeup and in the community)  

Directories and 

Gazetteers  

• Local/regional libraries  

• Historical societies  

• City directories: occupants of dwelling by 

alphabetical listing, addresses, and businesses  

• Business directories: lists of merchants, 

addresses, and advertisements  

• Social directories: names of community's 

social elite listed alphabetically and by streets; 

hotel occupants  

• Gazetteers: information on rural areas, 

businesses, and towns  

Estate Records  

(Wills, inventories 

and appraisals, 

administration of 

estates, annual 

returns and sales)  

• Office of the judge of probate/ county 

courthouse/town hall  

• State archives (prior to 1900)  

• Private records  

• Historical societies  

• Value, apparent wealth and size of dwelling  

• Property changes  

• Ownership changes  

• Rental information  

• Sales of land that may never have been 

recorded by deeds  

Family/Personal 

Papers 

(Letters, diaries, 

ledger books, etc., 

bibles, published 

family histories)  

• Present and past owners  

• State archives  

• Descendants  

• Genealogical libraries and bibliographies  

• Local/regional libraries  

• Historical societies  

• State/Federal archives  

• Ownership  

• Descriptions  

• Photographs  

• Architectural Plans  

• History/events  

Genealogical Records  

• Historical societies  

• State and national archives  

• Local/regional libraries  

• Biographical publications  

• Genealogical publications and libraries  

• "Vanity press" county histories and 

family histories  

• Latter-Day Saints, Genealogical Society  

• Biographies of individuals  

• Family histories  

• Photographs and drawings of home and 

family members  
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Homestead Records 

(for some Western 

states)  

• Federal Records Center, Suitland, MD  

• Bureau of Land Management, State 

offices (for patent numbers)  

• Application indices: When and where 

buildings and structures were located on 

homestead, marital status, children, ages, and 

national origin  

Insurance Records  

• Owners (past and present)  

• Insurance company offices (sometimes 

only main or regional offices)  

• Floor plans  

• Dates of construction  

• Increases in premiums that may indicate when 

a change was made to the structure  

Interviews and Oral 

Histories  

• Current or former owners, occupants, 

and observers  

• Personal recollections about property: its 

original appearance, evolution, and uses.  

Land Records  

• Bureau of Land Management, 

Washington, DC 20240 (contact for 

general material and addresses of State 

offices)  

• Information concerning properties and 

people, dates, locations, events, activities, and 

biographies associated with them  

• Former General Land Office (GLO) holdings, 

including: Homestead patents, mining district 

and patented claim records, GLO maps and 

plats  

Maps and Plats 

(Town maps, 

property plats, 

private and family 

maps, land 

ownership maps, 

"Bird's Eye View" 

maps, developer's 

town layouts, tourist 

maps, landscaping 

firm layouts, 

Sanborn or Baist 

Insurance maps)  

• County courthouse  

• City hall  

• Printed books  

• Local/regional libraries  

• University/college collections  

• Surveyor general  

• Library of Congress  

• Architect's/landscape architect's firm 

records  

• Location  

• Boundaries  

• Uses  

• Outbuildings  

Military Records  

• National Archives: Prior to World War I  

• Federal Resources Center, St. Louis, MO: 

From World War I  

• Pension records, addresses, and status  

• Various materials, including personal letters, 

family bibles, and marriage certificates  

Newspapers/Sunday 

Supplements  

• Local/regional libraries  

• State/Federal archives  

• Historical societies  

• Newspaper morgues  

• Advertisements: names of occupant/owner, 

address of property, and use of structure  

• Society pages: gossip columns; articles 

pertaining to local social events, ceremonies, 

weddings, births, and meetings  

• Obituaries: information about owners and 

architects  

• Articles about local building efforts, 

architecture, etc.  

• Birth, death, and wedding announcements  
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44  Appendix F: General Guide to Sources 

Photographs and 

Postcards  

• Owners  

• Historical societies  

• Local antique shops and flea markets  

• Local/regional libraries  

• State archives  

• Architectural and landscape features  

• Alterations  

• Associated structures  

• Associated with persons and events  

Tax Records  

• Judge of probate: city/county courts  

• Tax assessor  

• State archives  

• City/county clerk  

• Description of structures  

• Dates  

• Evolution of property in relation to city limits 

or county development  

• Drawings and plans  

• Increases in valuation may suggest new 

improvements or construction  

Notes 

• Federal (manuscript) census records generally are released to the public seventy-five years after the census is taken. 

The earliest Federal census available is 1790. Most Federal census records prior to 1880 do not contain house 

addresses. The regular 1890 census was destroyed by fire. However, some special census schedules are available, 

including information on surviving Union veterans of the Civil War for certain states. Check the availability of State 

censuses. More recent and detailed data are available for some states.  

• One caution about deed information: when the deed goes back to the 1700s or early 1800s, you cannot 

automatically assume that the structure you are investigating is the same one referred to in the earliest deed. The 

original structure may have been destroyed, and you may be investigating a replacement built at a later date.  

• City Directories: During the later 1800s and the early 1900s, many cities had directories that listed people at their 

home addresses, and often included occupational information. These directories--if compiled for your community-

-should be available in your public library or historical society. Having obtained a list of owners from the deed 

records, you can try find the people in these city directories. In cases where occupations and titles are given, you can 

see the rise (or fall) in the fortunes of the past owners by noting the changes in their occupational descriptions from 

year to year.  

• Old maps are important sources of information about the location of a structure and its immediate surroundings at 

a given date. They are useful for dating buildings and additions. Some city atlases (e.g. Sanborn or Baist) are at a 

scale to indicate approximate dimensions. They often show the position of utilities, grade levels, types of 

construction, and the height of buildings. The accuracy of maps varies, and sometimes they depict proposed 

improvements that were never built, or that were built in a different manner. Even recent maps may contain 

significant facts about historic properties.  
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Appendix G: Title Research Form Template 
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46  Appendix H: Biographic Research Form Template 

Appendix H: Biographic Research Form Template 

 

Complete this form for each of the principal owners/occupants of the building during the historic period (generally 

up through at least the 1950s) to help write your ownership history of the property for an Intensive Level Survey. 

 

1. Name_______________________________________________________ Sex____________________________ 

2. Date of Birth ___________________________ Location______________________________________________ 

3. Date of Death___________________________ Location______________________________________________ 

4. Parent’s Full Names___________________________________________________________________________ 

5. Name of Spouse_______________________________________________________________________________ 

6. Date Married___________________________ Location______________________________________________ 

7. Date of Spouse’s Death_________________________________________________________________________ 

8. Children’s Full Names__________________________________________________________________________ 

_____________________________________________________________________________________________ 

9. Occupations/Date_____________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

10. Religion____________________________________________________________________________________ 

11. Education__________________________________________________________________________________ 

12. Affiliations/Organizations______________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

13. Civic/Church Positions________________________________________________________________________ 

_____________________________________________________________________________________________ 

14. Residences (Addresses and Dates)_______________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

15. Miscellaneous Information: 
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Appendix I: Example Full Site Form 
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Attachment 3 
 

Authorization to Legally Bind Bidder 
 

 
The person executing this Bid and the instruments referred to 
herein on behalf of the Bidder has the legal power, right, and actual 
authority to submit this Bid, and to bind the Bidder to the terms and 
conditions of this Bid. 
 
___________________________________________  _________  
(Signature of person authorized to bind Bidder)      Dated 
 
____________________________________________________ 
Print Name of Person signing as authorized to bind Bidder 
 
____________________________________________________ 
Title of Person signing as authorized to bind Bidder 
 
 
___________________________  ______________________ 
Firm Name      Phone 
 
___________________________  ______________________ 
Address       Fax 

 
___________________________  ______________________ 
City, State, Zip      email address 
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Minority, Women, and Emerging Small 
Business/Disadvantaged Business Enterprise 

 
 
 

MWESB/DBE Voluntary Self-Declaration for City Solicitation (ITB/RFP) #   _______ 
 

The City of Springfield is seeking information on the various business entities that submit bids and proposals.  
We request that you provide the following information to assist us with evaluating our efforts at reaching the 
underrepresented sectors of the business communities.  The City does not intend to use this data as criteria for 
selecting the successful bidders or proposers for city-funded procurements.  For procurements with state or federal 
DBE requirements, the City will use the forms and criteria established by the state or federal agency for selecting 
the successful bidders or proposers. 

 
Please include this form with your bid/proposal submittal to the City. 

 

 
Prime Bidder/Proposer:    

Business Name:     

Contact Person:    

CCB#/PE#/Other Registration:    

Business Address:   

Business Phone:    

Please check each box indicating the business certificate type that your firm has with the State of Oregon or the 
federal government, if any: 

 
 

   Oregon Minority-owned           

   Business Oregon Woman-owned  

   Business Oregon Emerging  

   Small Business Federal Disadvantage 

 
First Tier Sub-contractors: 
For each First Tier Subcontractor, provide the same information, using additional sheets as needed. 
 
For more information please visit State of Oregon office of Minority, Women, Emerging Small Business 
  http://www.oregon4biz.com/Grow-Your-Business/Business-services/Minority-Owned-Business-Certification/ 
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ATTACHMENT 5 

SAMPLE  
 

CITY OF SPRINGFIELD 
INDEPENDENT CONTRACTOR AGREEMENT 

(Type 3: For Personal Services Contracts Requiring Professional Liability Insurance) 
CONTRACT # XXX 

 
Dated:   
 
Parties: City of Springfield                                      (“CITY”) 
     and 
   

 (“Independent Contractor”) 
 
Additional Independent Contractor Information: 

 
A. Type of Entity:   Sole Proprietorship    Partners    Limited Liability Company    

Corporation 
B. Address:            
C. Telephone:          
D. Fax No:           
E. SSN or Fed. I.D. No:         
F. Professional License(s) No:        
G. Oregon Agency Issuing License:        
H. Foreign Contractor            Yes   No  
   (Foreign means not domiciled in or registered to do business in Oregon) See Exhibit B(11). 
 
CITY Account Number(s) To Be Charged (Include Percentages): 
 

Account Number Percentage 
  
  
  

 
In consideration of the mutual covenants contained herein, the parties agree to the following terms, 
provisions and conditions: 
  
1. Payment by CITY.  CITY shall pay Independent Contractor according to the sum and schedule 

described on Attachments ____, attached hereto and incorporated herein by this reference and in an 
amount not to exceed________________. 

 
2. Services to be Performed by Independent Contractor.  Independent Contractor shall perform the 

services described on Attachment 1.  
 

3. Term.  This Agreement is effective as of the date first set forth above and shall continue until 
____________, unless earlier terminated in accordance with the provisions of this Agreement or by 
mutual consent of the parties. 

 
4. Intergovernmental Cooperative Purchasing.  The Seller agrees to extend identical prices and 

services under the same terms and conditions to all public agencies.  Quantities stated in this bid 
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reflect the City of Springfield usage only.  A public agency wishing to purchase items will execute its 
own contract with the awarded bidder for its requirements.  

 
5. Services to be Performed by Independent Contractor.  Contractor will provide TBD. Independent 

contractor shall perform the services in Attachment 1. Attachment 1 – RFP #809response dated 
“xxx”. 

 
6. Solicitation Process. This contract was awarded pursuant to the City’s RFP #809 Willamette 

Heights Level Survey. 
 

7. Independent Contractor Status.  By its execution of this Agreement, Independent Contractor 
certifies its status as an “Independent Contractor” as that term is used under the laws of the State of 
Oregon, and that all performance of any labor or services required to be performed by Independent 
Contractor under the terms of this Agreement shall be performed in accordance with the standards 
set forth in ORS 670.600, and as more specifically set forth on Exhibit “A” attached hereto and 
incorporated herein by this reference. 

 
8. Conformance with Oregon Public Contracts Law (ORS Chapter 279).  Independent Contractor 

shall comply with all applicable provisions of Oregon law for public contracts, including, but not limited 
to ORS 279B.220, ORS 279B.225, ORS 279B.230, and ORS 279B.235, and as more fully set forth 
on Exhibits “A” and “B” attached hereto and incorporated herein by this reference. 

 
9. Work Performed.  The work to be performed by Independent Contractor includes services generally 

performed by Independent Contractor in his/her/its usual line of business. 
 
10. Tax duties and Liabilities.  Independent Contractor shall be responsible for all federal, state and 

local taxes, if any, applicable to any payments received pursuant to this Agreement, including but not 
limited to income tax, payroll tax, social security and self-employment tax.  CITY shall not withhold, 
pay, or in any other manner be responsible for payment of any taxes on behalf of Independent 
Contractor.  

 
11. Reimbursement Of Expenses.  Independent Contractor shall not be entitled to reimbursement by 

CITY for any expenses incurred by Independent Contractor unless otherwise agreed in writing. 
 
12. Materials and Supplies.  Independent Contractor shall supply all materials and supplies needed to 

perform the services required unless otherwise agreed in writing. 
 
13. No Authority To Bind CITY.  Independent Contractor shall have no authority to enter into contracts 

on behalf of CITY, it’s officers, agents and employees.  This Agreement shall not create a partnership 
or joint venture of any sort between the parties. 

 
14. Federal Employment Status.  In the event payment made pursuant to this Agreement is to be 

charged against federal funds, Independent Contractor hereby certifies that it is not currently 
employed by the Federal Government and the amount charged does not exceed Independent 
Contractor’s normal charge for the type of services provided 

 
12.  Indemnification and Hold Harmless.  The Independent Contractor shall assume all responsibilities 

for the work, and bear all losses and damages directly or indirectly resulting to the Independent 
Contractor, the City, or to others on account of the character or performance of the work, unforeseen 
difficulties, accidents, or any other cause whatsoever. The Independent Contractor shall assume 
defense of, indemnify and save harmless the City, its officials, agents, and employees from all claims, 
liability, loss, damage and injury of every kind, nature and description, directly or indirectly resulting 
from activities in the performance of the Contract, the ownership, maintenance or use of motor 
vehicles in connection therewith, or the acts, omissions, operations, or conduct of the Independent 
Contractor or any Subcontractor under the Contract or any way arising out of the Contract, 
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irrespective of whether any act, omission or conduct of the City connected with the Contract is a 
condition or contributory cause of the claim, liability loss, damage or injury and irrespective or whether 
act, omission, or conduct of the Independent Contractor or Subcontractor is merely a condition rather 
than a cause of a claim, liability, loss damage or injury. The Independent Contractor shall not be liable 
for nor be required to defend or indemnify, the City relative to claims for damage or damages 
resulting solely from acts or omissions of the City, its officials, agents or employees. The absence of 
or inadequacy of the liability insurance required in section 13 below shall not negate Independent 
Contractor’s obligations in this paragraph. 

 
13. Insurance.  
      13.1.   General Insurance.  The Independent Contractor shall maintain in force for the duration of this 

agreement a Commercial General Liability insurance policy written on an occurrence basis 
with limits not less than $2,000,000 per occurrence and $3,000,000 in the aggregate for bodily 
injury or property damage. The policy will contain a “per project” aggregate endorsement. 
Automobile Liability (owned, non-owned and hired) insurance with limits not less than 
$1,000,000 per occurrence shall be maintained. The City, its employees, officials and agents 
will be named as an Additional Insured where operations are being conducted related to this 
contract, on the General Liability policy as respects to work or services performed under this 
agreement to the extent that the death or bodily injury to persons or damage to property arises 
out of the fault of the Independent Contractor or the fault of the Independent Contractor’s 
agents, representatives or subcontractors. This insurance will be primary over any insurance 
the City may carry on its own.  

13.2.    Professional Liability.  Independent Contractor shall maintain in force during the duration of 
this Agreement (and, if it is a claims made policy, for a year following completion of the 
project) a professional liability policy, approved by the City’s Risk Manager as to terms, 
conditions and limits. 

13.3. Asbestos Abatement.  (Only applicable to Asbestos Contracts)  The Commercial General 
Liability policy shall be written on a form that meets the following criteria and must be 
ASBESTOS SPECIFIC  as follows: 

  a.  A full occurrence form, or 
  b.  A limited occurrence form with at least a three-year (3) tail, or 
  c.  A claim made form with a three-year (3) tail.  
13.4.    Workers’ Compensation.  Independent Contractor shall provide and maintain workers’ 

compensation coverage for its employees, officers, agents, or partners, as required by 
applicable workers’ compensation laws.  If Independent Contractor is exempt from coverage, a 
written statement signed by Contractor so stating the reason for the exemption shall be provided 
to the City. 

13.5.   Evidence of Insurance Coverage.  Evidence of the required insurance coverages issued by an 
insurance company satisfactory to the City shall be provided to the City by way of a City 
approved certificate of insurance before any work or services commence.  

13.6.   Notice of Cancellation or Material Change in Coverage.  The certificate of insurance shall 
contain a requirement that the Insurance company notify the City 30 days prior to any 
cancellation or material change in coverage.  If the approved insurance company will not 
provide this 30 day notice, the Contractor shall provide written notice to the City contract 
manager within 2 days after the Contractor becomes aware that their coverage has been 
canceled or has been materially changed.  The Contractor shall either fax 541-726-3782 said 
notice or email it directly to Bob Duey (rduey@springfield.-or.gov), Finance Director at the 
City.  Regardless of what circumstances caused Contractors insurance coverage to cease or 
be modified, it is the contractor’s responsibility to notify the City.   Failure to maintain proper 
insurance or provide notice of cancellation or modification shall be grounds for immediate 
termination of this contract.________(Contractor initials) 

13.7.   Equipment and Material. The Independent Contractor shall be responsible for any loss, 
damage, or destruction of its own property, equipment, and materials used in conjunction with 
the work. 

13.8.   Subcontractors.  The Independent Contractor shall require all subcontractors to provide and 
maintain general liability, auto liability, professional liability (as applicable), and workers’ 
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compensation insurance with coverage’s equivalent to those required of the general contractor 
in this contract. The Independent Contractor shall require certificates of insurance from all 
subcontractors as evidence of coverage.  

13.9.   Exception or Waivers.   Any exception or waiver of these requirements shall be subject to review   
and approval from the City’s Risk Manager. 

13.10. Railroad Protective Liability Coverage.  If work being performed under this agreement is 
near   railroad  tracks or a railroad right of way and the Railroad requires special insurance (for 
example: Railroad Protective Liability Coverage) Independent Contractor will be responsible 
for meeting the Railroad insurance requirements before any work commences.  Any insurance 
required to be purchased by the Railroad is in addition to the insurance required by the City. 

 
 

14. Termination. The performance of work under this Agreement may be terminated by CITY, in whole 
or in part, whenever for any reason CITY shall determine that such termination is in the best interest 
of CITY.  Any such termination shall be effected by delivery to the Independent Contractor of a Notice 
of Termination specifying the extent to which performance of the work under the Agreement is 
terminated and the date on which such termination is effective.  Upon delivery to the Independent 
Contractor of a Notice of Termination under this paragraph, the Independent Contractor and CITY 
shall, by agreement, make an appropriate written modification to this Agreement governing 
completion of portions of the independent Contractor’s work and payment therefore by CITY. 

 
15. Rights In Data.  All original written material, including programs, card decks, tapes, listings, and 

other documentation originated and prepared for CITY pursuant to this Agreement, shall become 
exclusively the property of CITY.  The ideas, concepts, know-how, or techniques developed during 
the course of this Agreement by Independent Contractor personnel can by used by either party in any 
way it may deem appropriate.  Material already in Independent Contractor’s possession, 
independently developed by Independent Contractor outside the scope of this Agreement, or rightfully 
obtained by Independent Contractor from third parties, shall belong Independent Contractor.  This 
agreement shall not preclude Independent Contractor from developing materials which are 
competitive, irrespective of their similarity to materials which might be delivered to CITY pursuant to 
this Agreement.  Independent Contractor shall not, however, use any written materials developed 
under this Agreement in developing materials for others, except as provided in this section. 

 
16. Geographic Information System (GIS) and Computer Aided Design (CAD) Information (When 

applicable). 
16.1 GIS Data Provided to Consultants. CITY shall provide GIS information needed for the project 

upon request by the consultant.  Response time by CITY will vary depending upon workload and 
data availability.  Some GIS information not under CITY purview may need to be requested of 
other agencies.  In such cases CITY will assist by either providing contacts at other agencies or 
acquiring the data on behalf of the consultant.  All data requests need to be properly documented 
in digital data request forms.  For specificity regarding electronic data requests please contact the 
GIS Section, Technical Services Division at (541) 736-7139.  It remains the consultants’ 
responsibility to communicate all project related requests with the SEDA assigned project 
manager. 

16.2 GIS Data Provided by Consultants.  Electronic files of all products including but not limited to 
word documents, databases, spreadsheets, spatial datasets, imagery and presentation material 
shall be submitted to the CITY.  These files shall be compatible with CITY software such as 
Microsoft’s Office, ArcGIS and AutoCAD, and submitted in compliance with relevant electronic 
submittal standards as determined by CITY.  GIS or CAD data submitted to CITY shall be geo-
referenced to CITY’s datum.  For exceptions and/or specificity regarding electronic data submittal 
please contact the GIS section, Technical Services Division at (541)726-4645.  It remains the 
consultants’ responsibility to communicate all project related requests with CITY assigned project 
manager. 

 
17. Confidentiality.  During the course of performance hereunder, Independent Contractor or its agent, 

employees, or contractors, may receive confidential information.  Independent Contractor agrees to 
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use its best efforts to maintain the confidentiality of such information and to inform each agent and 
employee performing services of the confidentiality obligation that pertains to such information. 

 
18. Assignment/Subcontract.  Independent Contractor shall not assign, sell, transfer, subcontract or 

sublet rights, or delegate responsibilities under this agreement, in whole or in part, without the prior 
written approval of CITY.  No such written approval shall relieve Independent Contractor of any 
obligations of this Agreement, and any transferee or subcontractor shall be considered the agent of 
Independent Contractor.  Independent Contractor shall remain liable as between the original parties 
to this Agreement as if no such assignment had occurred. 

 
19. Successors In Interest.  The provisions of this Agreement shall be binding upon and shall inure to 

the benefit of the parties to this Agreement and their respective successors and assigns.   
 
20. Compliance With All Government Regulations.  Independent Contractor shall comply with all 

Federal, State and local laws, codes, regulations and ordinances applicable to the work performed 
under this Agreement.  Failure to comply with such requirements shall constitute a  breach of contract 
and shall be grounds for termination of this Agreement.  Damages or costs resulting from 
noncompliance shall be the sole responsibility of Independent Contractor. 

 
21. Attorney Fees.  In the event a lawsuit of any kind is instituted on behalf of CITY to enforce any 

provision of this Agreement, Independent Contractor shall pay such additional sums as the Court may 
adjudge reasonable for attorney fees plus all costs and disbursements at trial and on any appeal. 

 
22. Force Majeure.  Neither party to this Agreement shall be held responsible for delay or default caused 

by fire, riot, acts of God and/or war which is beyond that party’s reasonable control.  CITY may 
terminate this Agreement upon written notice after determining such delay or default will 
unreasonably prevent successful performance of the Agreement.   

 
23. Assistance Regarding Patent And Copyright Infringement.  In the event of any claim or suit 

against CITY on account of any alleged patent or copyright infringement arising out of the 
performance of this Agreement or out of the use of any material furnished or work or services 
performed hereunder, Independent Contractor shall defend CITY against any such suit or claim and 
hold CITY harmless from any and all expenses, court costs, and attorney’s fees in connection with 
such claim or suit. 

 
24. Severability.  If any provision of this Agreement is declared by a court to be illegal or in conflict with 

any law, the validity of the remaining terms and provisions shall not be affected;  and the rights and 
obligations of the parties shall be construed and enforced as if the Agreement did not contain the 
particular provision held to be invalid.  

 
25. Access To Records.  CITY and its duly authorized representatives shall have access to books, 

documents, papers and records of Independent Contractor which are directly pertinent to this 
Agreement for the purpose of making audit, examination, excerpts and transcripts. 

 
26. Waiver.  Failure of CITY to enforce any provision of this Agreement shall not constitute a waiver or 

relinquishment by CITY of the right  to such performance in the future nor of the right to enforce any 
other provision of this Agreement. 

 
27. Amendments.  The terms of this Agreement shall not be waived, altered, modified, supplemented or 

amended in any manner whatsoever, without prior written approval of CITY, No modification of this 
Agreement shall bind either party unless reduced to writing and subscribed by both parties, or 
ordered by a Court. 

 
28. Nondiscrimination.  Independent Contractor shall comply with all applicable requirements of Federal 

and State civil rights and rehabilitation statutes, rules and regulations. 
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29. Dual Payment.  Independent Contractor shall not be compensated for work performed under this 
contract from any CITY agency other than the agency which is a party to this contract. 

 
30. Remedies.  This Agreement shall be governed by and construed in accordance with the laws of the 

State of Oregon, and any litigation arising out of this Agreement shall be conducted in the courts of 
the State of Oregon, County of Lane. 

 
31. Entire Agreement.  This Agreement signed by both parties is the parties’ final and entire Agreement 

and supersedes all prior and contemporaneous oral or written communications between the parties, 
their agents and representatives.  There are no representations, promises, terms, conditions or 
obligations other than those contained herein. 

 
IN WITNESS WHEREOF the parties have executed this Agreement to be effective the date first set forth 
above. 

 
CITY OF SPRINGFIELD:  INDEPENDENT CONTRACTOR 
   
By:   By:  
Name:   Name:  
Title:   Title:  
Date:   Date:  
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EXHIBIT “A” 
 

CITY OF SPRINGFIELD  
INDEPENDENT CONTRACTOR AGREEMENT 

 
Independent Contractor Status 

 
All performance of any labor or services required to be performed by Independent Contractor shall be 
performed in accordance with the standards set forth in ORS 670.600, and as follows: 
 
A person is customarily engaged in an independently established business if any three of the following 
requirements are met: 
 
1. The person maintains a business location: 
  

a. That is separate from the business or work location of the person for whom the services 
are provided; or, 

b. That is in a portion of the person’s residence and that portion is used primarily for the 
business. 

 
2. The person bears the risk of loss related to the business or the provision of services as shown by 

factors such as: 
 

a. The person enters into fixed-price contracts; 
b. The person is required to correct defective work; 
c. The person warrants the services provided; or, 
d. The person negotiates indemnification agreements or purchases liability insurance, 

performance bonds or errors and omissions insurance. 
 
3. The person provides contracted services for two or more different persons within a 12-month 

period, or the person routinely engages in business advertising, solicitation or other marketing 
efforts reasonably calculated to obtain new contracts to provide similar services. 

 
4. The person makes a significant investment in the business, through means such as: 
 

a. Purchasing tools or equipment necessary to provide the services; 
b. Paying for the premises or facilities where the services are provided; or 
c. Paying for licenses, certificates or specialized training required to provide the services. 

 
5. The person has the authority to hire other persons to provide or to assist in providing the 

services and has the authority to fire those persons. 
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EXHIBIT “B” 
 

City of Springfield 
Public Contracts 

Conformance with Oregon Public Contractors Laws 
 

Pursuant to Oregon law, every public contract shall contain the following conditions: 
 
1) Make payment promptly, as due, to all persons supplying to the contractor labor or material for the performance of the work provided 

for in the contract.  ORS 279B.220(1) 
 
2) Pay all contributions or amounts due the Industrial Accident Fund from the contractor or subcontractor incurred in the performance of 

the contract.  ORS 279B.220(2). 
 
3)  Not permit any lien or claim to be filed or prosecuted against the state or a county, school district, municipality, municipal corporation 

or subdivision thereof, on account of any labor or material furnished.  ORS 279B.220(3). 
 
4) Pay to the Department of Revenue all sums withheld from employees under ORS 316.167.  ORS 279B.220(4). 
 
5) If the agreement is for lawn and landscape maintenance, it shall contain a condition requiring the contractor to salvage, recycle, 

compost or mulch yard waste material at an approved site, if feasible and cost-effective.  ORS 279B.225. 
 
6) Promptly, as due, make payment to any person, copartnership, association or corporation furnishing medical, surgical and hospital 

care services or other needed care and attention, incident to sickness or injury, to the employees of the contractor, of all sums that the 
contractor agrees to pay for the services and all moneys and sums that the contractor collected or deducted from the wages of 
employees under any law, contract or agreement for the purpose of providing or paying for the services.  All employers shall comply 
with ORS 656.017.  ORS 279B.230. 

 
7) A person may not be employed for more than 10 hours in any one day, or 40 hours in any one week, except in cases of necessity, 

emergency or when the public policy absolutely requires it, and in such cases, except in cases of contracts for personal services 
designated under ORS 279A.055, the employee shall be paid at least time and a half pay: 

  
a)   For all overtime in excess of eight hours a day or 40 hours in any one week when the work week is five consecutive 

days; or 
b)   For all overtime in excess of 10 hours in any one day or 40 hours in any one week when the work week is four 

consecutive days, Monday through Friday; and 
c) For all work performed on Saturday and on any legal holiday specified in ORS 279B.020.   

 
An employer must give notice in writing to employees who work on a public contract, either at the time of hire or before 
commencement of work on the contract, or by posting a notice in a location frequented by employees, of the number of hours per day 
and days per week that the employees may be required to work.  ORS 279B.235(1)-(2). 

 
8) If the agreement is for personal services, the contract shall contain a provision that the employee shall be paid at least time and a half 

for all overtime worked in excess of 40 hours in any one week, except for individuals under personal services contracts who are 
excluded under ORS 653.010 to 653.261 or under 29 U.S.C. 201-209 from receiving overtime.  ORS 279B.235(3). 

 
9) Contracts for services must contain a provision that requires that persons employed under contracts shall receive at least time and half 

pay for work performed on the legal holidays specified in a collective bargaining agreement or in ORS 279B.020(1)(b)(B)-(G) and for 
all time worked in excess of 10 hours in any one day or in excess of 40 hours in any one week, whichever is greater.  Employer shall 
give notice in writing to employees who work on a contract for services, either at the time of hire or before commencement of work on 
the contract, or by posting a notice in a location frequented by employees, of the number hours per day and days per week that the 
employees may be required to work.  ORS 279B.235(5).  

 
If this agreement is for a public improvement, the contract shall contain the following conditions: 
 
10) Make payment promptly, as due, to all persons supplying to the contractor labor or material for the performance of the work provided 

for in the contract.  ORS 279C.505(1)(a). 
 
11) Pay all contributions or amounts due the Industrial Accident Fund from the contractor or subcontractor incurred in the performance of 

the contract.  ORS 279C.505(1)(b). 
 
12)  Not permit any lien or claim to be filed or prosecuted against the state or a county, school district, municipality, municipal corporation 

or subdivision thereof, on account of any labor or material furnished.  ORS 279C.505(1)(c). 
 
13) Pay to the Department of Revenue all sums withheld from employees under ORS 316.167.  ORS 279C.505(1)(d). 
 
14) The contractor shall demonstrate that an employee drug testing program is in place.  ORS 279C.505(2). 
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15) If the contractor fails, neglects or refuses to make prompt payment of any claim for labor or services furnished to the contractor or 

subcontractor by any person in connection with the public improvement contract as the claim becomes due, the proper officer or 
officers representing the state or a county, school district, municipality, municipal corporation or subdivision thereof, as the case may 
be, may pay such claim to the person furnishing labor or services and charge the amount of the payment against the funds due or to 
become due the contract by reason of the contract.  If the contractor or first-tier subcontractor fails, neglects or refuses to make 
payment to a person furnishing labor or materials in connection with the public improvement contract within 30 days after receipt of 
payment from the contracting agency or a contractor, the contractor or first-tier subcontractor shall owe the person the amount due 
plus interest charges commencing at the end of the 10-day period that payment is due under ORS 279C.580(4) and is subject to a good 
faith dispute as defined in ORS 279C.580.  If the contractor or a subcontractor fails, neglects or refuses to make payment to a person 
furnishing labor or materials in connection with the public improvement contract, the person may file a complaint with the 
Construction Contractors Board, unless payment is subject to a good faith dispute as defined in ORS 279C.580.  ORS 279C.515. 

 
16) The payment of a claim does not relieve the contactor or the contractor’s surety from obligation with respect to any unpaid claims.  

ORS 279C.515(4). 
 
17) A person may not be employed for more than 10 hours in any one day, or 40 hours in any one week, except in cases of necessity, 

emergency or when the public policy absolutely requires it, and in such cases, except in cases of contracts for personal services 
designated under ORS 279C.100, the employee shall be paid at least time and a half pay: 

  
a)   For all overtime in excess of eight hours a day or 40 hours in any one week when the work week is five consecutive 

days; or, 
b)   For all overtime in excess of 10 hours in anyone day or 40 hours in any one week when the work week is four 

consecutive days, Monday through Friday; and, 
c) For all work performed on Saturday and on any legal holiday specified in ORS 279B.020.  ORS 279C.520(1). 
 

An employer shall give notice in writing to employees who work on a public contract either at the time of hire or before 
commencement of work on the contract, or by posting a notice in a location frequented by employees, of the number of hours per day 
and days per week that the employees may be required to work.  ORS 279B.520(2). 
 

18) If the agreement is for personal services, the contract shall contain a provision that the employee shall be paid at least time and a half 
for all overtime worked in excess of 40 hours in any one week, except for individuals under personal services contracts who are 
excluded under ORS 653.010 to 653.261 or under 29 U.S.C. 201-209 from receiving overtime.  ORS 279C.520(3). 

 
19) Contracts for services must contain a provision that requires that persons employed under contracts shall receive at least time and half 

pay for work performed on the legal holidays specified in a collective bargaining agreement or in ORS 279C.540(1)(b)(B)-(G) and for 
all time worked in excess of 10 hours in any one day or in excess of 40 hours in any one week, whichever is greater.  An employer 
shall give notice in writing to employees who work on a contract for services, either at the time of hire or before commencement of 
work on the contract, or by posting a notice in a location frequented by employees, of the number of hours per day and days per week 
that the employees may be required to work.  ORS 279C.520(5) 

 
20) Solicitation documents for a public improvement contract shall make specific reference to federal, state and local agencies that have 

enacted ordinances, rules or regulations dealing with the prevention of environmental pollution and the preservation of natural 
resources that affect the performance of the contract.  A solicitation document must also make special reference to known conditions 
at the construction site that may require the successful bidder to comply with the ordinances, rules or regulations identified under ORS 
279C.525(1).  If the successful bidder encounters a condition not referred to in the solicitation documents, not caused by the 
successful bidder and not discoverable by a reasonable prebid visual site inspection, and the condition requires compliance with the 
ordinances, rules or regulations referred to under ORS 279C.525(1), the successful bidder shall immediately give notice of the 
condition to the contracting agency.  The successful bidder may not commence work nor incur any additional job site costs in regard 
to the condition encountered and described in ORS 279.525(3) without written direction from the contracting agency.  ORS 279C.525. 

 
21) Promptly, as due, make payment to any person, copartnership, association or corporation furnishing medical, surgical and hospital 

care services or other needed care and attention, incident to sickness or injury, to the employees of the contractor, of all sums that the 
contractor agrees to pay for the services and all moneys and sums that the contractor collected or deducted from the wages of 
employees under any law, contract or agreement for the purpose of providing or paying for the services.  All employers shall comply 
with ORS 656.017.  ORS 279C.530. 

 
22) A contract for public works shall contain a provision stating the existing state prevailing rate and wage and, if applicable, the federal 

prevailing rate of wage required.  Every contract and subcontract shall contain a provision that workers shall be paid not less than the 
specified minimum hourly rate of wage in accordance with ORS 279C.838.  ORS 279C.830(1).   

 
If this agreement is for demolition, the contract shall also contain the following conditions: 

23) Contractor must salvage or recycle construction and demolition debris, if feasible and cost-effective. ORS 279C.510(1) 
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NOTE: 
ATTACHMENT 1  

To Contract 
 

                 Proposers RFP #809 Proposal 
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