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AAPPPPLLIICCAATTIIOONN  FFOORR  PPAAYYMMEENNTT    ((AAFFPP))  

PPlleeaassee  bbee  aaddvviisseedd  tthhaatt  IITTEEKK  CCoonnssttrruuccttiioonn  &&  CCoonnssuullttiinngg,,  IInncc..  rreeqquuiirreess  aallll  
bbiilllliinnggss  ttoo  bbee  iinn  AAIIAA  ffoorrmmaatt..  

Instructions for completing attached payment application: 

1.  Begin by filling in Description (Column B) and Schedule of Values (Column C) on Page.  
(All approved Change Orders should be entered as separate line items in Column B &  

2. Enter % of completion in Column H 
3. If you are billing for stored materials, enter that # into Column F next 
4. Go to page 1…. Notice all your calculations were brought over from page 2 
5. Enter any changes in page 1 in the Change Order Summary Section (This will create the 

calculation necessary in the “changes” field of the Contract Summary 
6. In cell D7 on page 1 enter the total amount of prior billings (less retainage) 
7. Submit a “Pencil Copy” has been approved by the PM, you may submit your “Original 

Notarized” billing to our office.  NO FAXES PLEASE! Applications that do not meet the 
above requirements will NOT be paid and will be returned for correction. 

Notes: 

1. All subcontractor billings are to be submitted on our ‘Application for Payment’ form or a 
similar payment application document to be in AIA format with a Lien Waiver (Conditional 
or Unconditional) Attachment.   

2. Progress Payment Request must include AIA form, and Conditional Lien Waiver 
3. Final Payment Request must include AIA form, Unconditional Lien Waiver and Warranty. 
4. All invoices must be mailed (faxed invoices are not accepted) on the 25th of each month. 
5. Each application must be job and subcontract specific – Only one project per application. 
6. Applications must be completed in full (including the job and subcontract #) and notarized. 

  

PPlleeaassee  ccoonnttaacctt  oouurr  ooffffiiccee  wwiitthh  aannyy  qquueessttiioonnss  oorr  ccoonncceerrnnss  rreeggaarrddiinngg  tthhee  aabboovvee  
ppoolliiccyy..      AAllssoo,,  pplleeaassee  ssiiggnn  bbeellooww  iinnddiiccaattiinngg  tthhaatt  yyoouu  hhaavvee  rreeaadd  IITTEEKK’’ss  
SSttaannddaarrdd  SSuubbccoonnttrraaccttoorr  RReeqquuiirreemmeennttss  aanndd  AAFFPP  PPoolliiccyy..    TTHHAANNKK  YYOOUU..      

AAggrreeeedd::    __________________________________________          PPrriinntt  NNaammee::  
__________________________________________  
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                              SSiiggnnaattuurree        DDaattee::  ______________________ 


