
Payment Application 
Submission Requirements



First Page of Payment Application

▪ Fill out all required fields:

 Application No.

 Application Date (cannot be prior to Period 
to Date)

 PO #

 Contract Date

 Period to Date (both Conditional & 
Unconditional Waivers must match this 
date)

 DSA # (if applicable)

 Official Project Name & Code (can be 
found on the Purchase Order)

▪ Ensure the calculat ion is correct

▪ Sign the payment application under the 
sect ion for Contractor

▪ Submit all pages in the correct 
orientat ion for viewing (see Exhibit A) 
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Yes
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No

Exhibit A



Schedule of Values (SOV)

▪ Fill in the SOV first  and the value 
will automatically t ransfer to page 
one of the pay application.

▪ DO NOT delete any categories 
from the sample SOV in column B.

▪ I f a category does NOT pertain, 
do NOT delete but leave it  zero.

▪ See Color Legend on the SOV.
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Waivers

▪ Submit Condit ional and 
Uncondit ional waivers for the 
General Contractor and 
Subcontractor during the 
requested progress payment 

period.

▪ Ensure the period to date match 
the date on the first  page of the 

payment application.

▪ Check for signature and the 
signature date must be on or after 

the period to date.

▪ Sample Waivers
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https://www.cslb.ca.gov/consumers/legal_issues_for_consumers/mechanics_lien/conditional_and_unconditional_waiver_release_form.aspx


Retention Payment Application

▪ First  page, leave the actual 
retention amount in line 5, do 
NOT leave it  zero.

▪ The retention amount must 
show on column J of the 
Schedule of Value.

▪ Include Condit ional Waiver 
and Release on final payment
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Retention Payment Application
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