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DEPARTMENT OF ADMINISTRATION



        Real Estate and Construction Services (RECS) 
RECS Standard Work 
SW-09 for Contract Payment Requests
Standard for:


Executing contract payment requests (applications for payment)
Purpose:


To achieve a consistent method for making payments on all contract types.
Background:
All payment requests are submitted monthly for the time period from the first day to the last day of the month for which the work occurred.
References or related documents:


Policies:
RECS-CT-01 Contracting Policy

RECS-CT -02 Vendor Performance Reporting Policy

Standards of Work:
RECS SW-01  Standard Work for Professional/Technical Service (P/TS) Contracting

RECS SW-02  Standard Work for Amendments / Supplemental Agreements to P/TS Contracts

RECS SW-03  Standard Work for Construction Contracting (low-bid)

RECS SW-04 Standard Work for Supplemental Agreements (SAs) to Construction Contracts
RECS SW-06 Standard Work for Work Order Amendments to PT/S Master Contracts
RECS SW-07 Standard Work for Vendor Evaluation Standard Work Procedure 

Estimated time for completion:


Within 30 days from receipt of payment request from vendor(s).




Standard:  

	
	POST-CONTRACT ACTIVITY


	

	Step
	TASK
	TIME

	1


	The vendor obtains and completes the standard State “Request for Payment” form.  There are two forms, one for consultant (Professional/Technical Service (P/TS) Contracts; and one for Construction Contracts.  Both forms are available from RECS’s website:  www.admin.state.mn.us/recs  Click on “Construction Services”, then “Manuals, Guidelines, and Forms”.

a.  Two (2) signed originals of all payment requests are mailed to RECS.  Do not accept email/scanned, or meeting hand-offs of the pay requests. Scanned/fax copies will only be used if originals are lost.  
b.  If the payment request is submitted for a P/TS Contract, the vendor submits two (2) signed originals of the “Request For Payment-Consultant Contracts” form to RECS.

c. If  the payment request is submitted for a Construction Contract,  the vendor (general contractor) submits two (2) signed originals of the  “Request For Payment-Construction Contracts” form to RECS’s Consultant Design Vendor (Architect/Engineer of Record).
d. For payment requests associated with a Construction Contract, the Consultant Design Vendor visits the site to review the work, then reviews the payment request to verify that the work shown on the request, for the time period indicated, has been completed per the contract documents.  The Consultant Design Vendor then certifies the payment request, with signature, and mails it to RECS.  
e. See Step 5 procedures for making changes to a payment request and for the procedure when the Consultant or Contractor is not in agreement with changes to a payment request.

	Monthly 

with

Payment made within 30 days from receipt



	2
	When the payment request is received by RECS, RECS Support opens the mail and time stamps the receipt date and time onto the Payment Request and places it in RECS Accounting mailbox.


	Included in Step 1

	3
	RECS Accounting retrieves the contract file, reviews the payment request, attaches the payment request to file and delivers to the RECS Project Manager.  If any irregularities exist with the payment request, Accounting will add a note to the payment request.


	Included in Step 1


	Step
	TASK
	TIME

	4

	The RECS Project Manager (PM) reviews and approves, revises, or rejects the payment request.

If the payment request is signed by RECS Project Manager as approved, and there are no changes, it is delivered with the contract file to Accounting.

 If RECS Project Manager is not in agreement with the pay request, see next step.
	Included in Step 1

	5
Rev(2)
	When the RECS PM is not in agreement with the pay request, the following action is taken WITHIN 10 DAYS from when the pay request was received in RECS: Copies of the correspondence and form letters must be retained in the file for documentation.
a. Professional/Technical Service Contracts or Work Orders:  The RECS PM must determine the problem and contact the vendor to discuss any changes.  The PM makes handwritten changes to the Payment and dollar amounts, the PM must receive written acknowledgement and agreement from the vendor or if the vendor is in disagreement with the changes, they are to provide a written response describing their disagreement with the change(s).  Or the PM may use Attachment A form letter to request a resubmittal.

b. Construction Contracts:  the RECS PM contacts the Consultant Design Vendor to discuss any changes.  The PM or A/E can make handwritten changes to the Payment Request and dollar amounts.  When doing so, the PM must receive written acknowledgement and agreement from the contractor or, if the contractor is in disagreement with the changes, they are to provide a written response their disagreement with the change(s). Or the PM can use the Attachment A form letter to request a resubmittal; and the construction contractor revises their payment request and resubmits to the Consultant Design Vendor for review and approval.

          The Consultant Design Vendor then forwards two (2) original signed payment requests to the RECS PM.

c. Any Payment Request or Invoice:  If vendor does not agree with the handwritten revisions, the PM must provide written notice again that they have reviewed the payment request and have determined that the adjusted handwritten changed amounts are correct and the vendor is not entitled to the original amount requested; due to [insert reason]. 
d. Time Changes to Any contract Payment Requests:  Handwritten changes to a time or time period change on a payment request must be accompanied by an email or letter from the vendor that states “The dates or time period of WHEN THE WORK WAS PERFORMED AND/OR COMPLETED.  Or they can use the form letter to request a resubmittal. 
	Within 10 days
(out of the total 30 days processing time)


	Step
	TASK
	TIME

	5.1
	If the RECS PM is in agreement with the payment they are to approve the payment request by signing it WITHIN 30 DAYS of receipt of that request.

	30 Days from receipt

	6
	If the Payment Request is a final one, the RECS Project Manager does the following:

a. Verifies that required close-out submittals have been received.

b. Obtains the Customer Agency’s approval and acceptance of the project and vendor(s) using RECS’s “Agency Sign-Off on Project Closeout and Acceptance” form located on RECS’s internal website.

c. If payment is for a Construction Contract, verifies that the Affidavit of Withholding (IC-134s) have been submitted by the Construction Contractor and subcontractors.

d. Completes and submits an evaluation of the vendor’s performance.  PM forwards the evaluation to the RECS Contracts Coordinator.  

            See SW-07 for Standard Work for Vendor Evaluations and 

            RECS-CT -02 Vendor Performance Reporting Policy.

e.  See Step 5 for changes to the final payment request.


	Included in Step 1

	6.1 
	When the Final Payment is for a P/TS Contract (Consultant Design Vendor) who is the Architect/Engineer of Record on a construction project, the RECS PM receives the payment request with contract file from RECS Accounting and does the following:

a. Reviews the list of items at the lower left corner of the Payment Request form to verify receipt of them, and initials the items on the check-list that have been completed or received, or not applicable.

b. If items have not been received, the PM contacts the Consultant Design Vendor to inform them and to schedule a date for when the item(s) will be received.

c. When the submittal/closeout items have been received, the PM  initials them off from the lower left hand corner of the Payment Request and submits the payment request to RECS Planning Services.  

d. RECS Planning Services reviews the electronic as-built/record drawings (on compact disk) and if acceptable, initials the payment request and returns it to the RECS PM.  

e. If the electronic as-built record drawings are not acceptable, RECS Planning Services notes the deficiency, attaches it to the payment request and returns the uninitialed payment request to the RECS PM.

f. The RECS PM contacts the Consultant Design Vendor and informs them of the deficiencies and requests correction and resubmittal.  The PM returns to Step 5 after resubmittal is received.


	Included in Step 1

	9
	Accounting records payment on the payment request and files it in the contract file and returns contract file to file cabinet. 


	2 Days


	Step
	TASK
	TIME

	10
	RECS Support:

Maintains all hardcopies of Contract Files are archived after one (1) year and held on site at RECS for six (6) years.


	N/A

	11
	RECS Support forwards one copy of any “Report” produced under a contract to the Legislative Reference Library.


	N/A


Process for revising standard:


Submit electronic document of this standard with tracked and redline changes.
Date:

July 22, 2009  
Revision Date:   8/14/2009 (1)


11/05/2009 (2)

ATTACHMENT A  (See Step 5)
[image: image1.jpg]v
innesota

DEPARTMENT OF ADMINISTRATION



           REAL ESTATE AND CONSTRUCTION SERVICES 

      309 Administration Building

50 Sherburne Avenue

St. Paul, Minnesota 55155

Voice:
(651) 201.2550

TTY:
(800) 627.3529

FAX:
(651) 215.6245

www.admin.state.mn.us/recs


Date:   __________________

From:  
REAL ESTATE and CONSTRUCTION SERVICES

To:
Name of Contractor/Consultant/Vendor Contact:  

Company Name: 

Address:                               

City, State, Zip Code: 

The attached Payment Request No. ________ dated ____________  or Invoice is returned for review or resubmittal.  Please be advised of, and take the following actions:

(
1.    Your Request for Payment or Invoice amount has been revised because ____________

______________________________________________________________________.

.

Action Required:  1.
Adjust your next Request for Payment to reflect the changes shown

     2.  
Reply to this email that you are either in agreement with the change or are not in agreement with change and the reason you are not in agreement.
(    
2.    The Dates on your Request for Payment or Invoice indicate that work was performed prior to a contract, work order, purchase order, or supplemental agreement being executed.

Action Required:  1. 
 Resubmit your Request for Payment or Invoice with the dates of when the work   

  
 was actually performed.

                       2. 
 If the dates are accurate, initial by the dates and return the Request for Payment. 

(  
3.    The Dates on your Request for Payment or Invoice reflect work occurring over two (2) fiscal years. 

Action Required:  Reply to this email and submit the value for the amount of work that was completed on or prior to June 30th and the value for the amount of work that was completed on or after  July 1st.

(    
 4.   Your Request for Payment indicates that it is a “FINAL” request; however, required contract close out submittals have not been received:


     (   

a.    IC-134s

               (  

b.    As-Built Drawings and Specifications  

(    
c.    Operations & Maintenance Manuals, including Warranty Certificates


(     
d.    Other  ____________________________

               Action Required:   Resubmit your payment request with the items checked above.
( 
5.    Your Request for Payment or Invoice indicates that it is a “FINAL” request for payment; however, the Work is not complete.  Attached is a list of work that remains.  

Action Required:   Resubmit your payment request indicating it is a “Partial” one and indicate retainage in the amount of $___________________.
(     
6.
Your Request for Payment contains a math error(s).

Action Required:  Correct math errors and resubmit Request for Payment.

(     
7.
Your Request for Payment includes an amount for reimbursables, but 


( 
No documentation was submitted for the reimbursables


Action Required:  Submit documentation for the reimbursables


(   The reimbursement for _____________________ is not included in the contract


Action Required:  Your Request for Payment has been revised to comply with the contract.  Adjust your next Request for Payment to reflect the changes shown.


(   The contract does not include reimbursables

Action Required:  Your Request for Payment has been revised to comply with the contract. Adjust your next Request for Payment to reflect the changes shown.   

(    
8.
Other – as shown on the Request for Payment or Invoice:

Action Required: ______________________________________________________ _______________________________________________________________________


_______________________________________________________________________

