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Instructions for Subcontractor Application for Payment (Attachment B)

· APPLICATION FOR PAYMENT DOCUMENTS
1. The Application for Payment shall be used in conjunction with the Schedule of Values; both of which must be received by our office no later than the 20th of each month (unless otherwise instructed in the project agreement) projected through the end of the period to be considered for inclusion in that month’s billing cycle.  Failure to submit your Application for Payment by the due date may delay your inclusion until the next month’s billing cycle.  The Application for Payment submitted must be for work performed in that month.  Only one Application for Payment per month per project will be accepted unless otherwise instructed.  All Applications for Payment are to be signed and dated.
2. Subcontractor invoices will not be accepted in lieu of the Application for Payment and Schedule of Value forms provided on Attachment B.  If for Subcontractor’s accounting purposes a unique invoice number is required, the invoice number may be listed in the space provided on page 1 of the Application for Payment.  This is not a required field.  Subcontractor may substitute another application for payment form IF it contains the standard AIA information, including the schedule of values. 
3. A separate Application for Payment for the retainage amount is to be submitted after all work is completed and accepted by the Caliente Project Manager. 
4. A conditional lien waiver, progress or final as applicable, (may be found on website www.calienteconstruction.com) is to be provided with each Application for Payment.
· PAYMENT PROCESSING
Upon receipt, the Application for Payment will be reviewed and approved, if acceptable, by the Project Manager.  If the Application for Payment is approved for a different amount, a copy of the changes along with an explanation will be returned to the Subcontractor.  The Subcontractor must revise and resubmit the adjusted Application for Payment.
· COMPLETING THE FORM (ATTACHMENT B)
Electronic Copy (may be found on website www.calienteconstruction.com)
Application for Payment:  Enter the Subcontractor & Project Information sections.  After the Schedule of Values (Continuation Sheet) is completed, the information will automatically transfer to the Application for Payment.  Sign and date the Application for Payment.
Schedule of Values (continuation sheet)   
Columns B & C:  The description of the work and associated schedule of value is to remain consistent with the schedule of values submitted to Caliente’s Project Manager prior to the commencement of work unless otherwise instructed.  The Original Contract Total for Column C must equal the value of the Project Agreement.  This value may only be adjusted by Approved Change Orders, and the new total will be reflected in the Revised Contract Totals.
Column D:  Enter in this column the amount of completed work covered by the previous application (column G from the previous application).
Column E:  Will automatically populate when Column H is entered.

Column F:   Enter the value of stored materials.
Column G:  Will automatically populate when Column H is entered.
Column H:  Enter percentage of work completed.
Column I:  Will automatically populate with the difference between column D and G.

Column J:  Will automatically calculate the retainage amount to be withheld.

Change Orders:  Approved change orders are listed separately in the Change Order Portion of the schedule and will automatically revise the Contract Total.  Proposed and/or Pending Change Orders are to be listed in the section at the bottom of the form.  The amount of a proposed or pending change order will not change the contract value and may not be applied against until an approved change order has been issued.

Hard Copy 

Application for Payment:  Enter the Subcontractor & Project Information sections.  Complete the Schedule of Values (Continuation Sheet) and transfer the information to the Application for Payment as follows:
1.  Original Contract Amount = Original Contract Totals Column C

2.  Approved Change Orders = Change Order Totals Column C

3.  Revised Contract Amount = Revised Contract Totals Column C

4.  Total Completed & Stored to Date = Revised Contract Totals Column G

5.  Total Retainage = Revised Contract Totals Column J
6.  Total Earned Less Retainage = Revised Contract Totals Column G minus Column J
7.  Less Previous Applications for Payment = Previous Work Completed Less Retainage
8. Current Payment Due = Line 6 minus Line 7

9. Balance to Finish, including Retainage =  Revised Contract Totals Column I plus Column J
Sign and date the Application for Payment.

Schedule of Values (Continuation Sheet)
Columns B & C:  The description of the work and associated schedule of value is to remain consistent with the schedule of values submitted to Caliente’s Project Manager prior to the commencement of work unless otherwise instructed.  The Original Contract Total for Column C must equal the value of the Project Agreement.  This value may only be adjusted by Approved Change Orders, and the new total will be reflected in the Revised Contract Totals.

Column D:  Enter in this column the amount of completed work covered by the previous application (column G from the previous application).

Column E:  Enter the value of work completed (less stored materials) during this billing cycle.
Column F:  Enter the value of stored materials.

Column G:  Enter the total of Columns D, E & F.

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

Column I:  Calculate the percentage by dividing Column G by Column C.

Column J:  Calculate the retainage by multiplying the Column G by the percentage of retainage.  The percentage of retainage will be 10% unless otherwise instructed.

 Change Orders:  Approved change orders are listed separately in the Change Order Portion of the schedule and will automatically revise the Contract Total.  Proposed and/or Pending Change Orders are to be listed in the section at the bottom of the form.  The amount of a proposed or pending change order will not change the contract value and may not be applied against until an approved change order has been issued.
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