Revised Procedure for Submitting Copies of Contract Billings – February 2, 2005
Monthly Progress Payments:

1. Contractor shall submit the following:

a. One complete original billing (monthly estimate, progress report, and statement of contract time) 

b. One complete copy 

c. Two copies of the monthly estimate sheet only

2. After reviewing and correcting, area architect/engineer shall submit the following to the section head or branch chief for processing and approval:

a. One complete original billing

b. Two copies of the monthly estimate sheet only

3. The additional copy of the complete billing (corrected if necessary) is to be filled in your project folder as a suspense copy until the vouchered copy comes back from ASO (Fiscal).  ASO will retain the original and a copy of the monthly estimate sheet.  A vouchered copy of the monthly estimate sheet and the original progress report and statement of contract time will be returned to the area architect/engineer.  Routing of the progress report and statement of contract time is for Inspection Branch and the Public Works Administrator’s review.
4. If corrections were necessary in processing the billing, forward a copy of the corrections to the contractor via email in PDF format.  Instruct the contractor to “incorporate corrections into the next billing.”

5. If the project is for the University of Hawaii or Community Colleges, an additional copy of the complete billing shall be included when routing for processing and approval.
Final Payments:


The process is the same as monthly progress payments except for the following:

1. Contractor shall submit the following:


a. One complete original billing

b. Three copies of the complete billing
2. Area architect/engineer shall submit the following for processing with the closing document package:

a. One complete original
b. Two copies of the complete billing
c. Two copies of the monthly estimate sheet only
3. 
The third additional copy of the complete billing, submitted by the contractor, is for the area architect’s/engineer’s suspense copy until the vouchered copy is returned from ASO.

4.
If the acceptance date is on or before the current contract completion date, a statement of contract time is not required, however a notation on the monthly estimate should state “Proj Accept: (date), Contr Compl: (date).”

