CITY OF NEW YORK

DEPARTMENT OF DESIGN AND CONSTRUCTION

DIVISION OF STRUCTURES
CONSULTANT PAYMENTS 

DOCUMENT CHECKLIST
Contract Registration # _________________________      Payment # _______________      Task Order # ____________________

Payment Type*: [ ] Partial  (including 100% Final Design payments)  [ ] Final  [ ]  Other: __________________________________
* For Requirements Contracts: [ ]  Partial  (including 100% Final Design payments)  [ ]  Last Partial (the last payment on a Task Order)  [ ] Final (the last payment on the last Task Order on the contract)   [ ] 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
1

0

DDC Payment Routing & Signature Sheet


[  ]

0

2

Document Checklist (this form) 



[  ]

1

1

Payment Requisition (Parts A & B)



[(]

1

1

Consultant's Non-Discrimination Certificate


[(]
0

2

Time Sheets (for work done on an hourly basis)

[(]
1

1

Invoices (if applicable for probes, printing by others,

[(]
and other reimbursable expenses per the contract)

0

2

Registered Change/Task Order (if applicable)

[(]

0

2

Approved Staffing Plan (personnel and rates)

[  ]

0

2

Letter of Approval for Allowance Transfer 


[(]
(For project-specific contracts only)

0

2

Letter of Authorization to spend Allowance Monies

[(]

0

2

Letter of Acceptance (At the end of each design

[  ]


milestone and at 100% Final Design, Last Partial


and Final Payments)
ADDITIONAL FORMS FOR FINAL PAYMENTS:

0

2

Consultant’s Performance Evaluation (for Design

[  ]





Services and Services during Construction - at 100% 

Final Design, Last Partial and Final Payments)
IF CONSULTANT HAS SUBCONSULTANTS:
1

0

Subconsultant Time Sheets (if applicable)


[(]
0

2

Subconsultant's Performance Evaluation (for Design

[  ]





Services and Services during Construction - at 100% 

Final Design, Last Partial and Final Payments only)

1

1

Subconsultant's Non-Discrimination Certificate

[(]
ADDITIONAL FORMS FOR CM MANAGERS:

1

1

Certification of Payment Requisition 


[(]
1

1

Approved & Updated Inventory and Condition Report
[(]
1

1

Subconsultant/Subcontractor Payment Requisitions

[(]




(if applicable)

1

1

Release of Retainage Monies (if applicable)


[  ]





(For Guarantee/Retainage releases only/per Task Order

 if applicable)

_________________________________________________________________________________________________

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

   
   2. [  ]: Submitted by PM; [(]: Submitted by Consultant. Note: PM to check off [] all documents enclosed.
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