Payment Procedures

1. LUMP SUM AGREEMEMT
Upon receipt of Notification of Award, the Contractor must submit a Schedule of Values on document entitled “Continuation Sheet” for the entire Stipulated Sum to the Construction Manager (CM) for approval.

This Schedule of Values must be submitted within 7 days of the award.

The schedule of values must include a detailed breakdown of The Work of the Contract, divided into separate Labor, Material and Subcontractor line items, where applicable.  The Construction Manager will review the Schedule of Values and, upon approval, the Contractor will be notified. The approved Schedule of Values will become the basis for all payments to the Contractor.

The following payment approval procedure will be used for each monthly Application for Payment.

Step 1             Inspection of The Work 

The Contractor shall walk the job-site with the a member of the Project Management Team in order to determine the Work Completed and Materials Stored (the cut- off day for work in place shall be the 30th of the month).  No payment shall be issued to a Contractor for materials stored off-site unless supported by proper documentation. It is suggested that this walkthrough be completed no later than the 23rd of each month as the Invoice and Lien Release is due (digital or  hard copy) in The Construction Manager’s office no later than 4:00 pm on the 25th of each month.
Step 2          Submittal of Application for Payment

With the information from Step 1, the Contractor will prepare a formal payment request. The payment request will be made on Invoice and Lien Release Form, and Continuation Sheet. Copies of these forms are attached.  The Invoice and Lien Release Form must be signed by The Contractor or an authorized representative, and be notarized by a currently commissioned Notary Public. The Contractor will include the Lien Release portion of the Invoice as a waiver of lien for all previous payments; Subcontractors and suppliers waiver of lien, if applicable, and any necessary back-up.  The Invoice and Lien Release is due in The Construction Manager’s office no later than 4:00 pm on the 25th of each month.  

Step 3             Invoice Review

The Construction Manager will perform an accounting check for accuracy of the detail within each payment request, and the CM will notify all Contractors of any changes made to their Request for Payment which were the result of the review. The CM will also check that each Contractor’s insurance, submittals, reports, release of lien forms etc. are up to date.  This process is usually complete by the first of the month following submittal by The Contractor.

Step 4           Architect Review

The Architect reserves the right to check and certify each payment request in their office every month.

Step 5            Requisition Preparation

The CM will transmit the entire packet of payment applications to Adams Fairacre Farms, Inc. 

Step 6          Payment Processing
Payment applications will be processed by Adams Fairacre Farms, Inc. 

over a thirty day period. A fully executed Payment application will be returned to the site office of the CM.  Payments are released by the 30th of the month following the submittal of the Invoice and Lien Release Form by the Contractor. 

Step 7          Check Distribution

The CM will mail checks to the Contractor, unless other arrangements are made.

Invoice and Lien Release Form Information
The Owner:

Adams-Wallkill, LLC
765 Dutchess Turnpike

Poughkeepsie, New York 12603

Project:

Adams Fairacre Farms Wallkill
Application Number:   01 for the first Application, 02 for the second, etc. 
Original Contract Amount:

The Stipulated Sum in the original Contract

Approved Change Order Summary:    
This is the sum of the Change Orders approved to date.  Please list with each new Invoice.

2. TIME and MATERIAL AGREEMENT

Step 1             Inspection of The Work 

The Contractor shall submit “pencil copy” Invoice and Lien Release form to the Project Executive, Ed Clavie.  All Daily Time and Material Approval sheets for the Application Period must be attached to the Invoice and Lien Release Form. It is suggested that this submittal be completed no later than the 23rd of each month as the final copy of the Invoice and Lien Release is due (digital or hard copy) in The Construction Manager’s office no later than 4:00 pm on the 25th of each month.

Step 2          Submittal of Application for Payment

With the information from Step 1, the Contractor will prepare a formal payment request. The payment request will be made on Invoice and Lien Release Form, and Continuation Sheet Copies of these forms are attached.  The Invoice and Lien Release Form must be signed by The Contractor or an authorized representative, and be notarized by a currently commissioned Notary Public. The Contractor will include the Lien Release portion of the Invoice as a waiver of lien for all previous payments; Subcontractors and suppliers waiver of lien, if applicable, and any necessary back-up.  The Invoice and Lien Release is due in The Construction Manager’s office no later than 4:00 pm on the 25th of each month.  

Step 3             Invoice Review

The Construction Manager will perform an accounting check for accuracy of the detail within each payment request, and the CM will notify all Contractors of any changes made to their Request for Payment which were the result of the review. The CM will also check that each Contractor’s insurance, submittals, reports, release of lien forms etc. are up to date.  This process is usually complete by the first of the month following submittal by The Contractor.

Step 4           Architect Review

The Architect reserves the right to check and certify each payment request in their office every month.

Step 5            Requisition Preparation

The CM will transmit the entire packet of payment applications to Adams Fairacre Farms, Inc. 

Step 6          Payment Processing
Payment applications will be processed by Adams-wallkill, LLC
over a thirty day period. A fully executed Payment application will be returned to the site office of the CM.  Payments are released by the 30th of the month following the submittal of the Invoice and Lien Release Form by the Contractor. 

Step 7          Check Distribution

The CM will mail checks to the Contractor, unless other arrangements are made.

