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POLICIES AND PROCEDURES

Construction Contract Signing Instructions


PRIOR TO SIGNING:

1.  Receive four sets of specs and drawings signed and stamped by architect/engineer.

2.  Receive four original Labor and Material and Performance Bonds, insurance certificates (Builder’s Risk Insurance is only required if the project is $1,000,000 or more), and Minority/Women Business Enterprises Participation Report.

3.  Prepare and assemble at least four original Contractor’s Agreements:

a. Cover page

b. Table of Contents

c. Exhibits

Contractor is required to bring the corporate seal and an officer to attest the signing officer’s signature.  (Not required if the contractor is a sole proprietorship or partnership.)

THESE ITEMS ARE EXECUTED AT THE CONTRACT SIGNING:

1.  Contractor and Director of State Buildings/State Buildings' delegee sign the cover of the specifications and cover sheet of drawings.

2.  Principal Representative, Contractor and Director of State Buildings/State Buildings' delegee execute the Contractor’s Agreement.

3.  The contractor inserts the date the Contractor’s Agreement is signed (made date) on the first page of each bond.

GIVE TO CONTRACTOR:

1.  One set of stamped, signed drawings.

2.  One Application and Certificate for Payment.

3.  One exemption certificate (sales tax).

4.  Change order forms.

5.  Building Inspection Record(s).

6.  Inspection Report(s).

.
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