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REQUESTS FOR PAYMENTS UNDER FIRM-FIXED PRICE CONSTRUCTION CONTRACTS
INSTRUCTIONS
 
GENERAL - Requests for progress payments under construction contracts must include all the information as identified below to be considered a proper invoice.  All entries on this form must be typewritten.  Certified payrolls shall be submitted weekly for each week in which contract work is performed.  Failure to submit required records will result in rejection of the contractor’s invoice.
 
SECTION  I - IDENTIFICATION INFORMATION.  Complete Items 1 through 10 in accordance with the following instructions:
 
Item 1: To - Enter the name and address of the contract administration office for payment application as indicated on the contract.
 
Item 2: From - Enter the name and mailing address of the contractor.  If the payment is to be sent to a different address than indicated, then enter the name, address, and contract official to whom payment is to be sent.
 
Item 3: Contract Number - Enter the contract number as identified on the signature page of the contract.
 
Item 4: Project - Enter the name of the project as defined in the statement of work in the contract.  Include the building number if applicable.
 
Item 5: Invoice Date - Enter the date the invoice is submitted.
 
Item 6: Invoice Number - Enter a different invoice number for each payment application under the contract.
 
Item 7: Period From - To - Enter the dates for the period of performance the contract work was performed.
 
Item 8: Payment Terms - Enter the payment terms as indicated on the signature page of the contract.  Include discount terms if applicable.
 
Item 9: Contract Completion Date - Enter the calendar date as identified in Clause 2 of the contract or the calendar date per contract change amendment.
 
Item 10: Payment Type - Enter a check mark in the appropriate block to indicate if this is a progress payment application or if this is the final payment application for the contract.  Final payment applications must include Section C “Accounting For All Toxic/Hazardous Items At Completion Of Contract” and “Contractor’s Release under Contract”.
 
SECTION II - CONTRACT INFORMATION.  Complete items 1 through 9 in accordance with the following instructions:
 
Item 1: Original Contract Sum - Enter the original contract award amount as indicated in Clause 3 of the contract.
 
Item 2: Net Change by Change Amendment - Enter the net dollar amount of change amendment(s) authorized in writing to the contract.
 
Item 3: Contract Sum to Date - Enter the dollar amount of the sum of Line 1 and Line 2.
 
Item 4: Total Completed and Stored to Date - Enter the dollar amount from the total of column G on the continuation sheet(s).
 
Item 5: Retainage -  Enter the retainage rate as identified in the progress payment clause in the contract.  Multiply the rate times the total completed work and stored material columns from the continuation sheet(s).  Enter the dollar amount of the total retainage.
 
Item 6: Total Earned Less Retainage - Enter the dollar amount of Line 4 less Line 5 Total.
 
Sandia is a multiprogram laboratory operated by Sandia Corporation, a Lockheed Martin Company, for the United States Department of Energy’s National Nuclear Security Administration under Contract DE-AC04-94AL85000.
Item 7: Less Previous Applications - Enter the dollar amount of the total of all previous approved payment applications.  Do not include any discounts.
 
Item 8: Current Payment Due - Subtract the amount on line 7 from the amount on Line 6.  Enter the dollar amount.
 
Item 9: Balance to Finish, Including Retainage - Enter the dollar amount of Line 3 less Line 6.
 
 
SECTION III - CERTIFICATION.  Enter the signature and title of the contractor’s authorized official certifying to the best of the contractor’s knowledge and belief, that: (1) The amounts requested are only for performance in accordance with the specifications, terms, and conditions of the contract; (2) Payments to subcontractors and suppliers have been made from previous payments received under the contract, and timely payments will be made from the proceeds of the payment covered by this certification, (3) This request for progress payments does not include any amounts which the prime contractor intends to withhold or retain from a subcontractor or supplier in accordance with the terms and conditions of the subcontract.
SECTION IV - CONTINUATION SHEET. Furnish a breakdown of the total contract price showing the amount included therein for each principle category of the work, which shall substantiate the payment amount requested in order to provide a basis for determining progress payments.  Itemization of the amounts related to the various elements of work required by the contract covered by the payment request shall include scheduled dollar values, dollar values for work completed in previous applications and work completed for the period of performance for this application; an itemization of materials presently stored and dollar values including requirements as defined in the progress payment clause of the contract; dollar value for totals of completed work plus stored material; percentage of work complete; balance to finish; and retainage for each item number.  If the contract requires payment and performance bonds, the first item entered shall be the amount of premium paid for such bonds.  Furnish evidence of full payment with the first payment application.  Retainage provisions do not apply to that portion of progress payment attributable to bond premiums. 
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