INSTRUCTION SHEET: CONSULTANT PAYMENT REQUISITION PART A 
A.  GENERAL INFORMATION
Payment Requisition Part A is for use in conjunction with Payment Requisition Part B. Requisitions on out-dated Agency forms will not be accepted. Consultants are to submit Payment Requisitions only for registered Contracts, Task/Work Orders and Contract Changes (Change Orders). If a Consultant submits a Payment Requisition for unregistered work, the Payment Requisition will be rejected and returned immediately.  Incomplete and poorly prepared submittals of payment packages will result in negative Consultant Performance Evaluations.

B.  COMPLETING PART A

HEADING: This information should be complete and accurate. Please note that a separate Part A must be completed for each Task/Work Order on a Contract, and that all payments on a Contract (including Task/Work Order payments) should be numbered sequentially. 

COLUMNS A, B, C, D & E: These columns should be completed by identifying the various portions of the Project and the Consultant's services consistent with the schedule of values in the Contract and/or Task Order at the commencement of the Project or as subsequently adjusted and approved. The breakdown should remain consistent throughout the Project. Multiple pages should be used when required. Column B item descriptions should include an indication of payment method (such as Lump Sum, Time Card or the percentage assigned to a particular phase). 
Columns should be subtotaled at the bottom when more than one page is used and totaled on the last page. For a first payment (prior to any registered Change Orders or Supplemental Task Orders), the total for column C should equal the original Contract or Task Order sum. Subsequent to any registered Change Orders or Supplemental Task Orders, the total for column C should equal the current Contract or Task Order sum.

All Allowances must be listed per the Contract or Task Order (and a Letter of Authorization must accompany each requisition for payment on an Allowance). 

The Consultant may seek payment for a Change Order, i.e., Contract Change, if it has been registered by the Comptroller’s Office. In column B, enter all Change Orders and their appropriate breakdowns. (The amount of the original Contract adjusted by all approved, registered Contract Changes is to be entered on Line 3, Part B.) Copies of all registered Change Orders must accompany the requisition.
For Task Order projects, all registered Supplemental Task Orders to date must be listed by number with their appropriate Task Order breakdowns. (No-cost Allowance Transfers should be identified as such and a zero value listed in column C; the requisition should reflect the updated values of the affected allowances.) Copies of all registered Task Orders (the original and its modifying Supplementals) must accompany the requisition.

COLUMN F: Enter in this column the amount of completed Work covered by the previous application (column H from the previous application). 

COLUMN G: Enter here the value of Work completed at the time of this application.

COLUMN H: Enter here the total of columns F and G. Calculate the percentage completed by dividing column H by column C.

COLUMN I: Enter here the difference between column C (Total Value) and column H (Total Completed to Date).

COLUMN J: This column is normally only used for Contracts where variable retainage is permitted on a line-item basis.  It need not be completed on projects where a constant retainage is withheld from the overall Contract or Task Order amount.

The following is an example of Part A for work in progress for a design consultant on a fictional Task Order project  - Task Order # 001. Please note that the dollar amounts shown and the item descriptions are for illustrative purposes only and are not intended to reflect actual costs or project breakdowns.
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	* ITEM NO.
	* DESCRIPTION


	* TOTAL SCHEDULED VALUE
	WORK COMPLETED
	TOTAL COMPLETED TO DATE

(F + G)
	%

H/C
	BALANCE

 (E - H)
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**

	
	
	LUMP SUM OR NOT TO EXCEED AMOUNT
	%
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(C x D)
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	1.

2.

3. 

4. 

5. 


	PRE-PRELIMINARY SERVICES (TIME CARD)

DESIGN FEE 

    A.  PRELIMINARY DESIGN (30%)

         1. SCHEMATICS 

         2. DESIGN DEVELOPMENT 

    B.  FINAL DESIGN (45%)

         1. 50% FINAL 

         2. 100% FINAL 

         3. COMPLIANCE 

    C. CONSTRUCTION SERVICES (25%)

SCOPING FEE (SCHOOLS CONTRACTS ONLY)

ALLOWANCES

    A. FOR STAFFING HRS (TIME CARD)

    B. FOR HAZMAT (TIME CARD)

    C. FOR REIM. EXPENSES (VARIES)

    D. FOR ARTWORK (LUMP SUM)

 SUPPLEMENTAL TASK ORDERS

A. STO # 001AS01

  1.  ALLOWANCE FOR HAZMAT (TIME CARD)

  2.  FINAL DESIGN (LUMP SUM)

 B. STO # 001ASO2

    ALLOWANCE FOR HAZMAT (TIME CARD)
	              10,000.00
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     25,000.00
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25,000.00
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_____

7,000.00

_____

_____

_____

5,000.00


	N/A



	
	SUBTOTALS (THIS SHEET)
	195,000.00
	_____
	195,000.00
	120,000.00
	23,000.00
	143,000.00
	____
	52,000.00
	

	
	TOTALS (LAST SHEET)
	195,000.00
	_____
	195,000.00
	120,000.00
	23,000.00
	143,000.00
	73%
	52,000.00
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