CITY OF NEW YORK

DEPARTMENT OF DESIGN AND CONSTRUCTION

DIVISION OF TECHNICAL SUPPORT
CONTRACTOR PAYMENTS 

DOCUMENT CHECKLIST
Contract Registration #     ________________________________________             Payment #    _____________________

Payment:   [ ] Partial     [ ] Change Order     [ ] Substantial Completion     [ ] Final    [ ] Other: ______________________
The following documents comprise a complete payment package. Two complete payment packages are to be assembled and submitted. One package is to contain all the originals; if there is no original, place a copy in the ‘original’ package.

ORIGINALS  
COPIES        
DOCUMENT   




ENCLOSED/AT SITE
1

0

DDC Payment Routing & Signature Sheet


[ ]

0

2

Document Checklist (this form)



[ ]

1

1

Payment Requisition (Parts A & C or B & D)    

[●]
1

1

Contractor’s Original Invoice



[●]

1

1

Contractor Non-Discrimination Certificate


[●]

1

1

Contractor Comptroller’s Certificate (Notarized)

[●]

1

1

Contractor’s Payroll Report (Certified)


[●]

0

2

Insurance: ACCO Cover Letter and Certificate

[ ]

0

2

Approved Work Order with original scope of

[●]

work (inc. all supplemental work orders)

(Not applicable to Boring and Air Sampling contracts)
1

1

Certified Summary of Air Results



[●]

(For Air Sampling payments only)
0

2

Boring Summaries (For Boring contracts only)

[ ]

0

2

Summary T & M Worksheets (4)



[ ]

(For Time & Material Payments only)
1

0

Daily T & M Worksheet (at site for EAO Audit)

[ ]

(For Time & Material Payments only)
0

2

Approved Time Extension (if applicable)


[●]

0

2

Registered Change Order (if applicable)


[●]

0

2

Daily Field Report (For Quality Assurance


[ ]

Substantial Completion payments only)
1

1

Certificate of Completion & Acceptance


[ ]

(Final Payments only)
0

2

Final Time Extension (For Sub. Comp. & Final Payments)
[●]

0

2

City, State and Federal Filings, Final Air Results

[●]
(For Hazmat Abatement only: Substantial Completion or Final Payments)
0

2

Contractor’s Performance Evaluation  (Final Payments only)
[ ]

1

1

Release of Retainage Monies



[ ]


(For Guarantee/Retainage releases only)
IF CONTRACTOR HAS SUBCONTRACTORS:
1

1

Subcontractor Payment Form (Notarized)


[●]

1

1

Subcontractor Comptroller’s Certificate (Notarized)

[●]

1

1

Subcontractor’s Non-Discrimination Certificate

[●]

1

0

Subcontractor Payroll Report (Certified)


[●]

IF PAYMENT HAS ASBESTOS WORK: *

1

1

Waste Manifest Dump Ticket



[●]

____________________________________________________________________________________________

* Insurance covering all asbestos work is required.

NOTES:  1.  An original is a document with an original signature. All originals must be signed in blue ink.  

 2.  [ ]: Submitted by RE/PM;  [!]: Submitted by Contractor. RE/PM to check off [] all documents 
      
      
enclosed/at site.
 




 





  Rev.  05/15/01
