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Instructions for BDC 169

INSTRUCTIONS TO CONTRACTOR

CONTRACTOR'S APPLICATION FOR PAYMENT

1. A Detailed Estimate (BDC187) must be submitted by the Contractor and approved by the Bureau of Cost Control before any progress payment will be processed. Payment applications submitted prior to issuance of an Approved Detailed Estimate will be rejected.

2. All required insurance coverage documents must be received by the Bureau of Contract Performance prior to submittal of payment application in accordance with Article 19 of the General Conditions. Payment applications submitted prior to the receipt of proof will be rejected.

3. Application for Payments and supporting affidavits must be signed by an officer, partner, owner, or other legal authorized representative. Affidavits must be properly notarized.

4. Any erasure, changes or modifications shall be grounds for rejection of the Contractor’s Application for Payment and supporting documents.

5. Supporting affidavits and documents are required under the following circumstances:

FOR PAYMENT OF STORED MATERIALS - Attach two originals of the completed Affidavit for Payment for Stored Materials (BDC 252).  Attach two copies of invoice(s) that support payment amounts listed.  Invoices must cross reference materials listed on affidavit.

FOR SUBSTANTIAL COMPLETION PAYMENT (pursuant to Section 39-f of the State Finance Law) - Attach two originals of the Summary of Subcontractors or Sub-subcontractors (BDC 170); two originals of Prime Contractor’s Certification (AC 2947); two originals of Subcontractor’s Certification (AC 2948) for each subcontractor and two originals of Sub-subcontractor’s Certification (AC 2958) for each sub-subcontractor.

FOR FINAL PAYMENT APPLICATION - Attach two originals of the Summary of Subcontractors or Sub-subcontractors (BDC 170); two originals of Prime Contractor’s Certification (AC 2947); two originals of Subcontractor’s Certification (AC 2948) for each subcontractor; two originals of Sub-subcontractor’s Certification (AC 2958) for each sub-subcontractor and one copy of the letter that establishes the Physical Completion Date.  The BDC-170 and affidavits are not required if previously submitted with a substantial completion payment, and there is no change to sub-contractors or additional work performed beyond the last day worked on those forms.

6. 
Submit five original signature copies of the Contractor’s Application for Payment (BDC 169) to the Director’s Field Representative for certification and signature.

SCHEDULE 1 - CONTRACTOR INFORMATION

1. Payee (Name and Address)
Enter Contractor Name and remittance address for payment.
2. Date Prepared
Enter the date the application is prepared.

3. Application Number
Enter the Application Number.  Payment Applications must be numbered sequentially.

4. Work Period Ending (Date)
Enter the last date of the work period covered by the application. On the final application for payment, enter the Physical Completion Date.
5. Specified Completion Date
Enter the completion date shown on your awarded contract or as modified.
6. Facility
Enter the name of the facility where the work is being performed.

7. Contract Number
Enter the contract number of the contract.

8. Type of Payment
Indicate "Progress/Substantial Completion Payment" or "Final Payment."

9. Contractor’s Federal I.D. No.
Enter your firm’s Federal I.D. Number.

10. Comptroller’s Contract No.
Enter the Comptroller’s Contract Number appearing on your awarded contract.
COMPLETE SCHEDULE 5 AND SCHEDULE 6 AND FIELD ORDER ALLOWANCE SECTION BEFORE COMPLETING SCHEDULES 2 AND 3

SCHEDULE 5 - JOB PROGRESS

Section, Description, Cost
Enter the section number, description and 

total cost from the approved Detailed Estimate. If payment is requested for stored materials, subdivide to two lines and show material cost and labor cost instead of total cost.

% Complete Prior/New
Enter nearest whole percent recorded on the last application under "Prior" (Column 4). For new work, enter nearest whole percent complete under "New" (Column 5). Column 5 should reflect work in place.  If labor and material are subdivided, Column 5 should indicate the percent of the total quantity of stored materials billed, and Labor should reflect work in place.
Column 6 - Value Earned to Date
For new work, multiply Column 3 by Column 5 and enter the amount in Column 6. Where there is no change in the earned percentage, multiply Column 3 by Column 4 and enter the amount in Column 6. (This amount should be the same as the previous application.)  If labor and material are subdivided, stored material billed should match affidavit and invoices provided; but cannot exceed total material cost on detailed estimate.
Total - Cost shown on Detailed 
The total of Column 3 on Schedule 5 should

Estimate
equal the contract award amount less the allowance for contingencies.

Total - Value Earned to Date
Enter total of Column 6 on Schedule 2, Column 2, Line 1.
SCHEDULE 6 - APPROVED ORDERS ON CONTRACT

NOTE: All Orders on Contract approved on or before the date on the 

Contractor’s Application of Payment must be listed. Do not enter Orders on 

Contract on this schedule prior to receipt of the "Approved Change Order 

to Contractor" (BDC 285).
C.O. Number/Control Number
Enter all approved Orders on Contract by the Control Number and Change Order Number.
Description 
Enter the description of the change order.

Value
Enter dollar value of Order on Contract, with Deduction (-) shown in brackets.
% Complete Prior/New

Enter nearest whole percent recorded on the last application under "Prior" (Column 4) and enter the nearest whole total percent complete under "New" (Column 5).

Value Earned to Date

For new work, multiply Column 3 by Column 5 and enter amount in Column 6. Where there is no change in the "New" percent complete, multiply Column 3 by Column 4 and enter the amount in Column 6. (This amount should be the same as the previous application.) 

Total – C.O. Value
Enter the total of Column 3 on Schedule 2, Column 1, Line 2a.

Total - Value Earned to Date
Enter the total of Column 6 on Schedule 2, Column 2, Line 2a.
FIELD ORDER ALLOWANCE – SECTION 01020

Field Order Number
Enter the number of the approved field order

Description
Enter a description of the work of the field order

Value





Enter dollar value of Field Order.

% Complete Prior/New


Enter the same as for change orders.

Value





Calculate the same as for change orders

Total - F.O. Value
Enter the total of Column 3 on Schedule 2, Column 1, Line 2.

Total - Value Earned to date
Enter the total of Column 6 on Schedule 2 Column 2, Line 2.

SCHEDULE 2 - PAYMENT SUMMARY

Column 1 - Line 1
Enter the contract award amount, less the Allowance for Contingencies.  This will be the same as the total of Schedule 5, Column 3.

Line 2
Enter the Allowance for Contingencies.

Line 2a
Enter the total of the approved Orders on Contract from Schedule 6, Column 3.

Line 3
Enter the maximum Early Completion Bonus, if included in contract. If none, enter -0-.

Line 4

Add Lines 1, 2, 2a, and 3 of Column 1.

Column 2 - Line 1 
Enter the total "Value Earned to Date" from Schedule 5, Column 6.

Line 2
Enter the total “Value Earned to Date” from Field Order Allowance Section 01020, Column 6.

Line 2a
Enter the total "Value Earned to Date" from Schedule 6, Column 6.

Line 3
Enter Early Completion Bonus earned only after receiving authorization letter form Bureau of Contract Performance.

Line 4

Add Lines 1, 2, 2a, and 3 of Column 2.

Column 2 - Line 5
For progress payments submitted before substantial completion, check "5% of Line 4, Column 2." Multiply Line 4, Column 2 by 5% and enter amount. For progress payment submitted after substantial completion, check "Double Value..." Contact the Director’s Field Representative to obtain an itemized list of remaining work items and the dollar value of each item. Enter the amount which is double the amount of remaining work. Two copies of the list must be attached to your Application.

Line 6
Amount of Claims, Liens or Judgments against the contractor upon receipt of legal process or written notification from the Bureau of Contract Performance.

Line 7
Value Earned to Date Less Withholdings - Subtract Line 5 and Line 6 from Line 4 and enter the difference.

Line 8
Value of Prior Applications for Payment - Enter total value of all prior Applications for Payment on this contract.

Line 9
Amount Prior to Adjustment - Subtract Line 8 from Line 7 and enter the difference.

Line 10
Enter Adjustments only after receiving direction from Bureau of Contract Performance.

Line 11
Enter amount of Liquidated Damages assessed, upon written notification of assessment from the Division of Construction.

Line 12

Adjusted Pay Amount - Subtract Line 10 and Line 11 from Line 9.

SCHEDULE 3 - CERTIFICATION BY CONTRACTOR

Enter name and title of the person completing the Certification.

Check appropriate boxes to indicate attachments to the Application for Payment.

Sign and date the Certification.

SCHEDULE 4 - CERTIFICATION BY DIRECTOR’S REPRESENTATIVE

Submit five originals of the Contractor’s Application for Payment and two originals of required attachments to the Engineer-in-Charge for certification.
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