
INSTRUCTION SHEET

A.
GENERAL INFORMATION:

The Payment Application and the Schedule of Values Sheet are designed to be used on a project where a Contractor has a direct Agreement with the Owner.  No Pay Applications will be accepted without updated approved “As-Builts”.
B.
COMPLETING THE PAYMENT APPLICATION:

After the Contractor has completed the Schedule of Values Sheet, summary information should be transferred to the Payment Application.

The Contractor should sign the form have it notarized and submit it, together with the Schedule of Values, to the Architect.  Seven signed, notarized originals should be submitted.  

The Architect should review it and, if it is acceptable, complete the Architect’s Certificate for Payment on this form.  The completed form should be forwarded to the Owner.

C.
COMPLETING THE SCHEDULE OF VALUES SHEET:

Heading: Complete the information here consistent with similar information on the Payment Application.

Columns A, B & C: These columns should be completed by identifying the various portions of the project and their scheduled value consistent with the schedule of values submitted to the Architect at the commencement of the Project or as subsequently adjusted.  The breakdown may be by sections of the Work or by Subcontractors and should remain consistent throughout the Project.  Multiple pages should be used when required.

Column C: This column should be subtotaled at the bottom when more than one page is used and totaled on the last page.  Initially, this total should equal the original Contract Sum.  The total of Column C may be adjusted by Change Orders during the Project.

Column D: Enter in this column the amount of completed Work covered by the previous application.  This is the sum of columns D and E from the previous application.  Values from column F (Materials Presently Stored) from prior payments should not be entered in this column.

Column E: Enter here the value of Work completed until the time of this Application, including the value of materials incorporated in the project, which were listed on the previous Application and Certificate for Payment under Materials Presently Stored (column F).

Column F: Enter here the value of Materials Presently Stored for which payment is sought.  The total of the column must be recalculated at the end of each pay period.  This value covers both materials newly stored for which payment is sought and materials previously stored which are not yet incorporated into the Project.  Mere payments by the Owner for stored materials does not result in a deduction from this column.  Only as materials are incorporated into the Project is their value deducted from this column and incorporated into column E (Work Completed—This Period).

Column G: Enter here the total of columns D, E and F.  Calculate the percentage completed by dividing column G by column C.

Column H: Enter here the difference between column C (Scheduled Value) and column G (Total Completed and Stored to Date).

Column I: This column is normally used only for contracts where variable retainage is permitted on a line-item basis.  It need not be completed on projects where a constant retainage is withheld from the overall contract amount.

Change Orders: Although Change Orders could be incorporated by changing the schedule of values each time a Change Order is added to the Project, this is not normally done.  Usually, Change Orders are listed separately, either on their own form or at the end of the basic schedule.  The amount of the original contract adjusted by Change Orders is to be entered in the appropriate location of the Payment Application.

D.
MAKING PAYMENT
The Owner should make payment directly to the Contractor based on the amount certified by the Architect on the Payment Application.  The completed form contains the name and address of the Contractor.  Payment should not be made to any other party unless specifically indicated on this form.
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