
Work Order completed and signed and returned back 
to Project Coodinator

Pencil Billing (Schedule of Value) due on the 10th of each month, 
submit to Project Coodinator

Once approved submit Invoice with approved Schedule of Values, 
Condtional Releases, Union Letters and Certified Payroll back to Project 

Coodinator.

All aproved paperwork with then be turned into the Accounting 
Department.

Accounting will then review your file and make sure 
you have submitted all your prior releases for current 

payment.

Client Payment Received
 

Check is then Cut and Release.

It starts all over again until Final Payment where all your paperwork needs to be 
in this office as follows:

Billing Sample and or Instructions
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All Final Relases from Sub-Ties and/or Vendors. 
Submittal, Warranties and any other close out 

documents needed to close the project.

Submit any required EEO 
Documents to the Project 

Coodinator
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