JAMES E. DECKER CONSTRUCTION
VENDOR CHECKLIST & INSTRUCTIONS
(Items 1-8 required as part of the Vendor Packet)
The following checklist is to be used as a guide to insure that all documents listed are completed and submitted to our Lakeland, Florida office. One set of originals should be mailed to 248 N Kentucky Avenue, Lakeland, FL 33801. Prior to mailing the documents, they should be faxed to (863) 248-8206.
1. W9:

· Completely fill out and return.
2. Occupational License:

· Must provide a copy.
3. Statement of Authorization:

· Must be completely filled out, signed, notarized and original returned.  This form tells us who you have authorized to pick up your check.
4. Safety Fine Notice:

· Must be completely filled out, signed, notarized and original returned.
5. Safety Policy Acknowledgement 
· Completely fill out and return

· This acknowledges that you have received the Safety Policy.
Safety Policy – DO NOT RETURN

· The policy is for you to review and keep for your records.
6. Insurance Certificates:

· Certificates of Insurance must have exact wording under description of operations, certificate holders and limits must match sample.
7. Contact Sheet:

· Completely fill out and return.
8. AIA Pay Application (2 pages):

· Will be used in lieu of an invoice on all James E. Decker Construction, GC projects and when a Subcontract Agreement has been issued. Schedule of Values must be completed and submitted for approval prior to submitting first pay application.
· Interim Pay Applications may be faxed to (863) 248-8206 provided the application and the partial release of lien is signed and notorized.

· The Final Application for Payment and the Final Release of Lien MUST BE SIGNED in BLUE INK, notarized and original delivered, mailed or sent overnight (NO FAX).
· Due 20th to be paid by the 25th of the following month.
· Cannot be processed without Subcontract Agreements and completed vendor packets returned.
· Subcontractor Accounts Payable Contact:  Accounts Payable
· Invoices may be submitted only if you were written a PO under $5,000. Invoices are due 15th to be paid last day of month and due last day of month to be paid 15th of the following month.
AIA Instructions:

· Instructions on filling out the AIA Pay Application.
Subcontract Agreements:

· Due 10 days from the date of the Subcontract Agreement or prior to the start of work, whichever comes first.
· Must be signed by a person authorized to sign contracts for the Subcontractor.
· Two Subcontract Agreements must be signed, witnessed, dated and both returned.
· Any changes may void contract. Changes must be made with an addendum.
Assignment of the Subcontract:

· This form will be stand-alone or the last page of the Subcontract Agreement and must be returned regardless of whether you are assigning the work to a Subcontractor or not.
· Must be signed, dated and appropriate box checked.
· If you are assigning your work to a Subcontractor, you must completely fill out their contact info and return this form with a copy of your Subcontractor’s insurance certificate attached which must meet our insurance requirements (see Insurance Sample).
· If you are assigning your work to a Subcontractor, once returned, it must be approved by a James E. Decker Construction PM prior to the start of work.
*Additional Close-Out documents may be required: Product Data, As-Built Drawings, Operating Manuals, and Warranties. Please check subcontract agreement for requirements for these documents.
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