SUBCONTRACTOR’S APPLICATION FOR PAYMENT INSTRUCTIONS

JOB NO.: NAME OF PROJECT:

LOCATION:

IN AN EFFORT TO EXPEDITE THE HANDLING OF YOUR REQUESTS FOR
PAYMENT AND TO ELIMINATE DELAYS DUE TO INADEQUATE INFORMATION, WE
ARE PROVIDING A SET OF INSTRUCTIONS AND FORMS FOR YOUR USE IN
PREPARING YOUR REQUESTS FOR PAYMENT. STRICT COMPLIANCE WITH
THESE AND CONTRACT REQUIREMENTS WILL HELP TO ELIMINATE
UNNECESSARY DELAYS IN MAKING PAYMENT TO YOU.

IMPORTANT NOTE: PAYMENT CANNOT BE MADE TO YOU UNTIL YOUR
SUBCONTRACT, INSURANCE CERTIFICATE, AND PAYMENT AND PERFORMANCE
BONDS (IFE_REQUIRED BY SUBCONTRACT) HAVE BEEN RECEIVED AND
ACCEPTED AND YOUR SUBCONTRACT FULLY EXECUTED BY THE GENERAL
CONTRACTOR. THIS ALSO APPLIES TO SUBSEQUENT CHANGE ORDERS. IF
YOU HAVE ANY QUESTIONS CONCERNING ANY OF THESE DOCUMENTS,
PLEASE CONTACT OUR JOB SITE OFFICE IMMEDIATELY.

1. YOUR APPLICATION FOR PAYMENT FOR WORK COMPLETED AND/OR
MATERIALS DELIVERED MONTHLY MUST BE PRESENTED TO OUR
OFFICE ON OR BEFORE THE 20™ OF EACH MONTH. PAYMENT
REQUESTS NOT RECEIVED BY THIS DATE CANNOT BE INCLUDED IN OUR
BILLING THROUGH THE END OF THE MONTH. ORIGINALS OF ALL
SUBCONTRACT APPLICATIONS FOR PAYMENT MUST BE SUBMITTED,
FAXED COPIES WILL NOT BE ACCEPTED.

OFFICE ADDRESS: RA-LIN & Associates, Inc.
101 Parkwood Circle
Carrollton, GA 30117

2. YOU ARE REQUIRED TO PRESENT YOUR PAYMENT REQUEST IN “TOTAL-
TO-DATE” FIGURES. A COPY OF THE SUBCONTRACTOR’S APPLICATION
FOR PAYMENT FORM IS ATTACHED FOR YOUR USE. IF THIS IS NOT
SUFFICIENT, ADDITIONAL COPIES MAY BE OBTAINED THROUGH OUR
OFFICE. YOU MUST ALSO COMPLETE THE SUBCONTRACT BREAKDOWN
(S.0.V.). IT IS REQUIRED THAT A PRELIMINARY S.O.V. BE SUBMITTED
PRIOR TO YOUR PAY APPLICATION. FURTHER INSTRUCTIONS, IF ANY,
CONCERNING THIS BREAKDOWN WILL BE SENT TO YOU BY THE
PROJECT MANAGER.

3. THE “INTERIM AFFIDAVIT AND WAIVER OF LIEN", WHICH IS INCLUDED AT
THE BOTTOM OF THE “SUBCONTRACTOR’S APPLICATION FOR PAYMENT”
MUST BE PROPERLY COMPLETED AND PRESENTED WITH EACH
MONTHLY PAYMENT REQUEST. THIS FORM MUST BE NOTARIZED
(INCLUDING NOTARY'S EXPIRATION DATE AND SEAL) BEFORE IT CAN BE
PROCESSED BY OUR OFFICE.
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4.

NTRACTOR'S APPLICATION FOR PAYMENT INSTRUCTIONS

INCLUDE IN YOUR PAYMENT REQUEST ONLY WORK AND MATERIALS
PROVIDED FOR IN THE ORIGINAL SUBCONTRACT AGREEMENT AND
EXECUTED CHANGE ORDERS. CONTRACT ADDITIONS MUST NOT BE
INCLUDED IN YOUR PAYMENT REQUEST UNTIL THE CHANGE ORDER
HAS BEEN FULLY EXECUTED BY THE GENERAL CONTRACTOR.

YOUR FIRST BILLING MUST BE ACCOMPANIED BY A FULLY COMPLETED
W-9 — REQUEST FOR TAXPAYER IDENTIFICATION NUMBER AND
CERTIFICATION FORM. PAYMENT WILL NOT BE MADE TO YOU WITHOUT
OUR HAVING RECEIVED THIS INFORMATION. A COPY OF A W-9 IS
ATTACHED FOR YOUR USE.

A COPY OF A “BILL OF SALE” IS ATTACHED FOR YOUR USE. IF YOU ARE
BILLING FOR ANY STORED MATERIALS, A COMPLETED BILL OF SALE AND
PROOF OF INSURANCE FOR ALL STORED MATERIALS MUST BE
PROVIDED WITH YOUR APPLICATION FOR PAYMENT. ALL STORED
MATERIALS MUST BE ABLE TO BE VIEWED AND VERIFIED BY
REPRESENTATIVES OF THE OWNER, ARCHITECT AND CONTRACTOR
PRIOR TO PAYMENT.

IN ORDER TO BE INCLUDED IN THE MONTHLY PAYMENT APPLICATION,
ALL EXTRAS, AS WELL AS “TIME AND MATERIAL” WORK, MUST BE
AUTHORIZED BY A “WORK ORDER” SIGNED BY THE PROJECT
SUPERINTENDENT AND INCLUDED IN A CHANGE ORDER. ALL “TIME AND
MATERIAL” WORK MUST BE DOCUMENTED WITH COPIES OF DAILY TIME
RECORDS APPROVED BY THE PROJECT SUPERINTENDENT.

IN NO CASE WILL ANY PAYMENT BE MADE BEFORE WE RECEIVE A
COMPLETED CERTIFICATE OF INSURANCE AND THE PAYMENT AND
PERFORMANCE BONDS (IE_REQUIRED BY SUBCONTRACT). IF BONDS
ARE REQUIRED, THE PREMIUM FOR SUCH WILL BE INCLUDED IN YOUR
SUBCONTRACT AMOUNT, AND MUST BE BILLED WITH YOUR FIRST
REQUEST FOR PAYMENT. PROPERLY SIGNED COPIES OF YOUR BONDS
MUST BE RECEIVED BY OUR OFFICE BEFORE ANY PAYMENT REQUESTS
WILL BE PROCESSED.

FINAL PAYMENT CANNOT BE MADE UNTIL ALL WORK IS COMPLETE AND
WE HAVE RECEIVED YOUR “WARRANTY”, “FINAL AFFIDAVIT AND WAIVER
OF LIEN’, AND OTHER MISCELLANEOUS CLOSE-OUT DOCUMENTS.
CONTRACT CLOSING INSTRUCTIONS AND COPIES OF APPLICABLE
FORMS WILL BE SENT TO YOU AT THE COMPLETION OF YOUR WORK.




