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INSTRUCTIONS FOR WORK ORDER CONTRACT PAYMENTS
Use Forms:

BDC 169W

–
Contractor’s Summary Application for Payment (For All Work Order Contracts)
BDC 169W.1
–
Request for Work Order Payment
BDC 169W.2
–
Schedule 5 Supplement – Work Order Contracts

(Use if your contract requires you to bill in accordance with your Contract Unit Price Schedule.)

All required contract insurance coverage must be in place and original documents filed with the Bureau of Contract Performance prior to submitting an Application for Payment. No payments will be made without proper proof of insurance.

A Request for Work Order Payment (BDC 169W.1) must be completed for each Work Order Project being billed. The Contractor must sign the request, have it approved/certified by the EIC, and submit it on the Contractor’s Summary Application for Payment (BDC169W). Up to 28 Requests for Work Order Payment may be included on each Contractor’s Summary Application for Payment.

1. START with Form BDC169W.1 – Request for Work Order Payment.
Prepare this form for each Work Order-Project being billed.

· Complete Schedule 1 – Contractor Information and Work Order-Project information.

· Go to Schedule 5 – Work Order Progress (BDC169W.1 Reverse)
List work section number, description and total cost from the Summary on the last page of your Approved Detailed Estimate and bill work by percent complete.
OR
Use Schedule 5 Supplement (BDC169W.2) and bill in accordance with your Contract Unit Price Schedule.

· Go to Schedule 2 – Payment Summary.

Complete –Column 1 filling in Work Order-Project Amount (and Modifications, if applicable).
Complete – Column 2 filling in the Total from your Schedule 5 or Schedule 5 Supplement.

· If Progress payment – 5% Retainage should be held on Line 4.

· If Final payment – No Retainage is held and two originals of Summary of Subcontractors form (BDC170) and all appropriate Labor Affidavits (AC2947, AC2948, AC2958) must be attached.

· Make 5 copies.  Sign Schedule 3.   Submit 5 signed originals to the EIC for approval/certification.

· EIC will sign Schedule 4, keep 1 original and return 4 originals, any BDC170’s and Affidavits and an Authorization for Payment (BDC 180) to the Contractor.

· Contractor will keep1 original and submit 3 remaining originals, BDC170 and Labor Affidavits to the Bureau of Contract Performance using Contractor’s SUMMARY Application (BDC169W). 

2. Complete Form BDC169W – Contractor’s Summary Application for Payment.
This form provides a SUMMARY of all CONTRACT WORK

· Complete Schedule 1 – Contractor Information.

· Go to Schedule 4 – List all Work Order Requests For Payment attached to Summary Application.
· Go to Schedule 5 – Work Order Progress Summary.

List all Work Order Project Numbers, Locations, Work Order Amounts and Earned to Date.

· Go to Schedule 6 – Approved Orders. List approved “Change Orders” (if any) on your Contract.

· Go to Schedule 2 – Payment Summary.

Complete Column 1 filling in Contract Amount and Change Orders (if applicable).
Complete Column 2 filling in Total Work Order Earned to Date amount from Schedule 5 – Work Order Progress Summary OR Schedule 5 Supplement.

Subtract Value of Prior Applications to arrive at the Pay Amount Due.

Pay Amount Due (Line 10) should match Total Pay Amount Due This Payment-Schedule 4.

· Make 3 copies. Sign Schedule 3 – Certification by Contractor. Submit 3 originals to:
NYS OGS Design and Construction
Bureau of Contract Performance
Empire State Plaza

Corning Tower – 35th Floor
Albany, New York, 12242.
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