C-2100

 Payments and Construction Schedule 



1.0
Purpose

This work instruction defines the process for reviewing and accepting the contractor’s construction schedule, schedule of values and for reviewing to provide recommendation of payment on contractors’ invoices. 

2.0 Applicability

This procedure applies to all design and construction projects in ORF. 
3.0 Responsibility

3.1 The Project Officer is responsible for:

· Thorough and timely review of all materials submitted by the General Contractor 

· Accepting, accepting as noted, or rejecting all submittals

3.2 The Contract Officer is responsible for:

· Thorough and timely review, and submission for payment, of invoices 

3.3 The General Contractor is responsible for:

· Submission of a Construction Schedule, as described in section 4.1.1 below

· Submission of complete, accurate, and timely Schedules of Values

· Submission of complete, accurate, and timely Invoices

Submission of all materials described in section 4.2.7 below.
4.0
Procedures

4.1
Schedule and Schedule of Values

4.1.1
The General Contractor (GC) submits the hard and soft copy of the construction schedule using a Critical Path Method (CPM) based project plan and schedule if the project is over $1M, or if project complexity requires it. If the project is a capital project, the schedule should incorporate reports to support Earned Value Analysis.    

The payments should comply with Earned Value Principles. Hence the following criteria must be present to facilitate the implementation of Earned Value Analysis and Management:

· The scope of the project is divided (broken down) using DWBS (Deliverable Work Breakdown Structure)

· Project Plan and Schedule are developed using the DWBS

· Budget cost accounts are established

· The project baseline schedule is established and agreed upon to be used for performance measurement

· The EVA and EVM are used to monitor the progress and performance.

· Schedule shall include the definable features of work, long lead and critical path items and submittal review and approval durations.  

· The project schedule as a minimum should incorporate a hard and soft copy of the following reports:

· Project Master Schedule (tabular and Gantt Chart formats)

· Project milestone report:

· Project Baseline Schedule 

· Project Earn Value Reports

· Project Network Diagram

· Any other report requested by Project Manager

4.1.2 The GC submits the schedule of values using the Construction Specification Institute (CSI) format.

4.1.3 The Project Officer (PO) (and CQM if required) reviews the schedule and schedule of values submittals.

4.1.4 The PO accepts, accepts as noted or rejects the submittals.  If the submittals are rejected, they are returned to the GC for rework and resubmission.  

4.1.5 The PO provides the Contracting Officer (CO) with a copy of the approved schedule of values.

4.1.6 The contractor updates the schedule as the project progresses and submits an updated version with monthly payment requests.

4.2 Invoices (except for Simplified Acquisitions)

4.2.2 The contractor submits the invoice to the CO.

4.2.3 The CO date/time stamps the invoice, reviews it for completeness and forwards it to the PO for review. This review typically consists of determining whether the indicated values are consistent with the elements of work to be performed (against the schedule of values).

4.2.4 If the invoice is found to be incomplete or invalid, the PO returns it to the contractor for corrections. The contractor submits the revised invoice and any requested backup information.

4.2.5 The PO processes the invoice within 3 days from date of receipt. 

4.2.6 The CO reviews the PO’s recommendation and processes payment.   The PO maintains copies of the invoices and a construction payment log for invoices received. 

4.2.7 The following material shall be provided by the contractor and shall be considered a part of completion of work for the purpose of payment:
4.2.7.1 Operation and Maintenance Manual (O&M Manual), Bound hard copy and electronic media (.pdf files) on CD

4.2.7.2 As-built/conformed specifications, Bound hard copy and electronic media (Microsoft Word files) on CD
4.2.7.3 As-built drawings, Bound hard copy and electronic media (drawing files) on CD

4.2.8 At the completion of the project, the contractor submits his Final Invoice with the Release of Claims.  The PO reviews and recommends approval for payment and sends the Contracting Officer a memo notifying them of the completion of the project and that all deliverables were received and accepted. 

4.3 Simplified Acquisition Invoices

4.3.2 The contractor submits the original invoice and one copy to the PO.

4.3.3 The PO date/time stamps the invoice, reviews it for completeness and determines whether the requested invoice amount reflects the percent work complete (against the schedule of values).  If the invoice is found to be incomplete or invalid, the PO sends the invoice back to the contractor for corrections.  (The PO processes the invoice within 3 days from date of receipt.) 

4.3.4 The contractor resubmits the revised invoice and any requested backup documentation.

4.3.5 The PO simultaneously forwards the original invoice with a recommendation for approval to the Accounts Payable office.  The PO forwards a copy of the invoice with a recommendation for approval to the Work Reception Team of the Business Support Branch who then enter the “Receiving Date” in the DELPRO.  

4.3.6 Accounts Payable views the “Received Date” and then processes the payment.

5.0 Related Procedures

C-2500, Turnover, Acceptance, and Contract Closeout

C-2600, Electronic As-built and conformed Specifications and Shop Drawings

6.0
Relevant Documents

· CPM/Schedule

· Schedule of Values

· Invoices

· Release of Claims

· Construction Payment Log

· Earned Value Analysis and Reporting

6.0 Records

Preliminary Schedule and Final Schedule

Earned Value Reports

Schedule of Values

Payment Log


