
Contractor Pay Request/Application for 
Payment Process 

Project Coordinator/Project Manager
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Purpose & Procedure
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‣ The Application for Payment/Contractor Pay Request Business Process 
(BP) allows for the contractor to request payment for items recorded in 
the Contract SOV.

‣ Please note that these procedures may not include all functions of your 
job, please speak with your manager or team member to ensure that you 
are fulfilling all expectations. 

‣ Workflow
Created by: Contractor → Submitted to: A/E Review → Sent to: Contractor 
Update (if necessary) → Sent to: OA Review(K12 Only) (PM will hold this role if no OA)

→ Sent to: PC Review & Validation → Sent to: PM Review → Sent to: District 
Approval/Owner Approval → Sent to: Payment Processing



Steps, Roles and Responsibilities
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• Contractor

• Creates the Pay Request record

• Provides clarifications and updates to the Pay Request record

• A/E 

• Reviews and Accepts the Pay Request record

• OA (K12) (If no OA the PM will hold this role)

• Reviews and recommends approval of the Pay Request record

• Project Coordinator

• Reviews and validates the Pay Request record including check of compliance with Certified Payroll regulations

• Project Manager

• Reviews, verifies and approves the Pay Request record

• Project Manager Supervisor

• Approves the final Pay Request record

• District Representative or Agency Owner 

• Approves payment

• District Treasurer or Agency Owner Financial

• Determines source of Funding 

• Creates voucher

• Processes payment in own system of record and records payment in OAKS CI



Project Coordinator Review of Application for 
Payment/Contractor Pay Request
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• The Project Coordinator will receive a notification 
via email that an Application for Payment is 
awaiting Review/Validation
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Log into OAKS CI

Log into your Project

• Click the Tasks link on left 

• Double click on record
• Note: if you do not find the record you are 

searching for, change your view

• Click Accept Task

Review Application for Payment
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Click the General tab to view record

• Project Coordinator review notes:
• Check the format of the title of the record- The format should include the “Contract Number or Contractor 

Name_Pay Request Number. 

Review Application for Payment
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Click the General tab to view record

• Project Coordinator review notes: 
• Check Final Payment and Retainage Release fields- If one or both are Yes; see slides 16-18

• For complete instruction:  Please review your Pay Applications – Required Documents During Close-Out PC Version Job Aid

Review Application for Payment
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• Project Coordinator review notes:
• Click Select in the Contractor Address block, pull in the appropriate Project Vendor record

• Check insurance Verification field, this information pulls from the Contract record
• Ensure Commercial General Liability has not expired

Review Application for Payment
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• Project Coordinator review notes:

• Certified Payroll Block- Review the Certified Payroll record (ensure dates match pay request)

• Verify certified payroll reports are attached

• Review each payroll report submitted and verify  correct Prevailing Wage rates are being paid

• Confirm that all subcontractors in payroll reports are actually declared as subcontractors in OAKS CI

• Previous Pay Request block:

• Initial Pay Request? 

• If this is the first pay request against the contract;  Yes should be selected

• If this is not the first pay request; No should be selected

• If this is NOT the first pay request, the Contractor should have selected their previous pay request, if no pay request has been
selected or if the wrong pay request was been selected, SEND BACK TO CONTRACTOR, with General Comments requesting they 
fix

Review Application for Payment
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• Project Coordinator review notes:
• Earned Current Request block: this information is pulled from the Pay Request Details tab

• Take note of Current Earned

• Retainage Block:
• IF this is the first pay request put 8% into the Retainage % field

• When the contract percent complete hits 50% or above, copy the Retainage field to the Contract Retainage With held field and set
Retainage % back to 0

• Withheld Amounts:  Withheld this period will show the Total Contract withhelds, not the withheld 
this period

• Scroll down page to continue review

Review Application for Payment
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• Project Coordinator review notes:

• Escrow Paid to bank field : If the Contract Retainage Withheld is filled in, then check the Escrow Accounts Business Process to see if Deposit transaction is complete.  If 

yes, move escrow amount from Contract Retainage Withheld to Contract Retainage Escrow.  If not, do nothing.

• Check the Lien BP to make sure there are no liens on the contractor.  If there are liens listed for the contractor, total the amount of the liens and enter in the field “Sum of Liens Filled” in 
the Withheld Amount section of the pay request.  Enter the sum of the liens as material and labor in the fields “Liens” (Labor) and “Liens from Material” to decrease the amount of the 
payment.  The amounts you enter as labor and material cannot decrease the amount of the “Labor Payment Requested” and “Material Payment Requested” fields to a negative number. 

• For additional info review your procedures for managing Escrow 

Review Application for Payment
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• Project Coordinator review notes:
• Pay Request Details:  Review the WBS Code and percent complete, labor should correlate with a labor 

column, Labor with Labor column, Services  etc….

• If you see any negative dollars Earned this Period, review record to ensure it is correct

• View Stored Material column, if material has been stored, review attachments (stored material 
receipts, photographs etc..)

Make note of Total Amount block

Review Application for Payment
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• Project Coordinator review notes:
• Current Earned Block will Always match the Total Amount block, if it does not, check for negative 

earnings this period in the SOV (CONTACT OAKS CI FOR ASSISTANCE)

• The Total Requested block, will ALWAYS equal the Current Earned minus withhelds and retainage

Review Application for Payment
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• Verify that a PO has been applied by viewing the Purchase Order information area 

• If an additional PO requires attachment: Click the Purchase Orders tab, Click Add

Review Application for Payment
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• If record must be returned to the Vendor for update:
• Add a general comment

• Choose Return for Clarification (Workflow Action)

• Click Send

• If  record is ready to move forward:
• Choose Validate ( Workflow Action)

• Click Send

Review Application for Payment
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Click the General tab to view upper form

• Project Coordinator review notes: 
• Check Final Payment field- If Yes; ensure that the following documents are attached:

• Certification of Contract Completion (OFCC Website – Form F390-01v0912)

• Payment Release Affidavit (OFCC Website F390-04v0912) (signed and notarized by contractor)

• Please review : Pay Applications – Required Documents During Close-Out PC Version, for additional information (slide 31) or contact your Segment 
Manager 

Review Application for Payment
Final Payment
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• Project Coordinator review notes: 

• If Final Payment and all documents have been attached:

• Go to Data Manager in the project in OAKS CI. Click Project Milestones.

• Bring up the milestone record.

• Click Edit.

• Go to the section that says Construction Milestones.

• Use the date of the PM Supervisor’s signature on the Certificate of Substantial Completion as the Actual Construction End Date.

• Click Finish Editing. 

• If you have multiple contractors (Multi Prime) use the last pay request of the last contractor to finish as your Construction End Date. Follow the same 
process as above. 

• For complete instruction - Required Documents During Close-Out PC Version Job Aid (slide 31) or contact your Segment Manager 

Review Application for Payment
Final Payment
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Click the General tab to view record

• Project Coordinator review notes: 
• Check Retainage Release Field- If Yes; ensure the following documents are attached:

• Payment Release Affidavit (OFCC Website F390-04v0912) (signed and notarized by contractor)

• Executed Substantial Completion Certification with AE’s Punch list attached (OFCC Website F390-05)

• Consent of Surety

• For complete instruction - Required Documents During Close-Out PC Version Job Aid (slide 31) or contact your Segment Manager 

Review Application for Payment
Retainage Release-Substantial Completion



Project Manager Review

The Project Manager will receive a notification via email 
that an Contractor Pay Request/Application for Payment 
is awaiting Approval
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Log into OAKS CI

Log into your Project

• Click the Tasks link on left 

• Double click on record
• Note: if you do not find the record you are 

searching for, change your view

• Click Accept Task

Review Application for Payment
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Log into OAKS CI

Log into your Project

• Click the Tasks link on left 

• Double click on record
• Note: if you do not find the record you are 

searching for, change your view

• Click Accept Task

Review Application for Payment
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Click the General tab to view record

• Project Manager review notes: 
• Check Final Payment and Retainage Release fields- If one or both are Yes; see slides 29-31

Review Application for Payment
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Click the General tab to view record

• Project Manager review notes:
• Check the format of the title of the record- The format should include the “Contract Number or Contractor 

Name_Pay Request Number. (please refer to your Project Coordinator Pay Request Processing sheet)

• Check Period From and To: dates verify with Pencil Copy

Review Application for Payment
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• Project Manager review notes:
• Check insurance Verification field, this information pulls from the Contract record

• Ensure liability has not expired

Review Application for Payment
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• Project Manager review notes:

• Certified Payroll Block- Review the Certified Payroll record (ensure dates match pay request)

• Verify certified payroll reports are attached.  

• Previous Pay Request block:

• Initial Pay Request? 

• If this is the first pay request against the contract;  Yes should be selected

• If this is not the first pay request; No should be selected

• If this is NOT the first pay request, the Contractor should have selected their previous pay request, if no pay request has been
selected or if the wrong pay request was been selected, SEND BACK TO CONTRACTOR, with General Comments requesting the 
fix

Review Application for Payment
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• Project Manager review notes:
• Earned Current Request block: this information is pulled from the Pay Request Details tab

• Take note of Current Earned

• Retainage Block:

• Spot check Retainage withheld
• IF this is the first pay request, 8% should be in the Retainage % field

• When the contract percent complete hits 50% or above, the Retainage field should house total Contract Retainage and the Retainage 
% field should reflect  0%

• Withheld Amounts:  Retainage current period will reflect Total Contract withhelds, not just the 
withheld this period

Review Application for Payment
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• Project Manager review notes:

• Escrow Paid to bank field : if the Contract Retainage Withheld is filled in, then check with Project Coordinator about letter for Escrow. 

• For additional info review your procedures for managing Escrow 

Review Application for Payment
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• Project Manager review notes:
• Pull Pencil Copy, if applicable and compare to record

• Pay Request Details:  Review the WBS Code and percent complete, labor should correlate with a labor 
column, Labor with Labor column, Services  etc….

• Ensure that DPE Reimbursable documents are attached

• Check Stored Material- get confirmation that material is stored and certificate of insurance is 
attached with photos

• Check General Conditions CM Fee (if applicable)
• If you see any negative dollars earned, review record to ensure it is correct

Review Application for Payment
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• Project Manager review notes:
• Current Earned Block will Always match the Total Amount block, if it does not, check for negative 

earnings this period in the SOV

• The Total Requested block, will ALWAYS equal the Current Earned minus withhelds and retainage

Review Application for Payment
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Click the General tab to view record

• Project Manager review notes: 
• Check Final Payment field- If Yes; ensure that the following documents are attached:

• Certification of Contract Completion (OFCC Website – Form F390-01v0912)

• Payment Release Affidavit (OFCC Website F390-04v0912)  Signed and Notarized by Contractor

For complete instruction - Required Documents During Close-Out PC Version Job Aid (slide 31) or contact your Segment Manager 

Review Application for Payment
Final Payment
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• Project Manager review notes: 

• If Final Payment and all documents have been attached:

• Go to Data Manager in the project in OAKS CI. 

• Click Project Milestones.

• Milestone BP 

• Click Edit.

• Go to the Construction Milestones section

• Use the date of the PM Supervisor’s signature on the Certificate of Substantial Completion as the Actual Construction End Date.

• Click Finish Editing. 

• If you have multiple contractors (Multi Prime) use the last pay request of the last contractor to finish as your Construction End Date. Follow the same 
process as above. 

Review Application for Payment
Final Payment
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Click the General tab to view record

• Project Manager review notes: 
• Check Retainage Release Field- If Yes; ensure the following documents are attached:

• Payment Release Affidavit (OFCC Website F390-04v0912) Signed and notarized by Contractor

• Executed Substantial Completion Certification with AE’s Punch list attached (OFCC Website F390-05)

• For complete instruction - Required Documents During Close-Out PC Version Job Aid (slide 31) or contact your Segment Manager 

Review Application for Payment
Retainage Release-Substantial Completion



Pay Applications- Required Documents During Close-Out (PC Version)
The below information is maintained by the Project Team
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Questions?
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Technical Questions: 

Contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov OR  
614.644.2211

Process Questions:

Contact your Segment Manager

mailto:oaksci@ofcc.ohio.gov

