INSTRUCTION SHEET: CONSULTANT PAYMENT REQUISITION PART B
A.  GENERAL INFORMATION
Payment Requisition Part B is to be used in conjunction with Payment Requisition Part A.  Requisitions on out-dated Agency forms will not be accepted. Incomplete and poorly prepared payment packages will result in negative Consultant Performance Evaluations.

B.  COMPLETING PART B
After the Consultant has completed Part A, summary information should be transferred to Part B. The Consultant must sign Part B and submit Parts A and B, along with all required back-up documentation, to the DDC Project Manager. Copies of Payment Requisitions will be sent to the Consultant if any deductions appear on lines 8-14. 

C.  INSTRUCTIONS FOR THE PROJECT MANAGER, EAO AND CFO: WITHHOLDING AMOUNTS

Whenever an amount is withheld on Lines 9, 11 or 13, always give the reason for the deduction. Carry over any deduction that is still pending until the deduction condition has been satisfied, i.e., if you deduct $500.00 on Payment No. 3 and the deduction condition has not been satisfied by Payment No. 4, continue to deduct $500.00 on Payment No. 4 and under ‘Reason’, state that the deduction is being carried over from Payment No. 3. If the deduction condition has been satisfied, reduce the amount of the deduction by the amount withheld by that condition and state under ‘Reason’, deducted amount from Payment No. 3 released. 

In a situation when you are carrying over a deduction from a previous Payment and adding a new deduction, show the total amount of the deductions on Lines 9, 11 or 13, i.e., $1000.00, and indicate under ‘Reason’ the amount being carried over from a previous Payment ($500.00) and the amount of (and reason for) the new deduction ($500.00). 

The following is an example of a Part B for work in progress on a fictional Task Order project - Task Order #001 (the same Task Order used in the Instruction Sheet for Part A). Please note that the dollar amounts shown below are for illustrative purposes only and are not intended to reflect actual costs.

PAYMENT REQUISITION: Part B
For Contract and Contract Change (or Task Order) Payment No. ____006____

(Consultant to attach Part A and complete Lines 1-8 and Consultant's Certificate)

	1. ORIGINAL CONTRACT (OR TASK ORDER) NOT TO EXCEED AMOUNT ....................................................
	$
	                               165,000

	2. NET CHANGE BY REGISTERED CHANGE ORDERS (OR SUPPLEMENTAL TASK ORDERS)…………………
	$
	                                 30,000

	3. CONTRACT (OR TASK ORDER) NOT TO EXCEED AMOUNT TO DATE  (1 + 2) ………………..................
	$
	                               195,000

	4. TOTAL COMPLETED  (Total Column H on Part A) ……………………..………………………........................
	$
	                               143,000

	5.  RETAINAGE WITHHOLDING

      ________%  of  Total Completed to Date (Column H on Part A) ............................ $ ________N/A_________
	
	

	6. TOTAL COMPLETED LESS RETAINAGE (Line 4 less Line 5) ...........................................................................
	$
	                               143,000

	7. LESS TOTAL OF ALL PREVIOUSLY APPROVED PAYMENT REQUISITIONS ................................…….……
	$
	                               110,000*

	(Total of all Line 14 amounts from all prior Part B Requisitions)
	
	

	8. CURRENT PAYMENT DUE (Line 6 less Line 7) ……………………………………………………………..…...
	
	$                               33,000

	9. AMOUNT WITHHELD BY PM ……………………………………………………………………………..…......
	$
	

	REASONS:


	
	

	10. PAYMENT DUE THIS ESTIMATE (Line 8 less Line 9) .............................................………….....................……….
	
	$

	11. AMOUNT WITHHELD BY EAO .....................................................................................................…………..………
	$
	

	REASONS:


	
	

	12. PAYMENT AMOUNT APPROVED BY EAO (Line 10 less Line 11) ............................................…………...………
	
	$

	13. AMOUNT WITHHELD BY CFO .....................................................................................................………………….
	$
	

	REASONS:


	
	

	14. PAYMENT AMOUNT APPROVED BY CFO (Line 12 less Line 13) …………………………………………….
	
	$


* Indicates that $10,000 was previously deducted. Without this prior deduction, Line 7 would be $120,0000, and Line 8, $23,000.
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