
WAYNE STATE UNIVERSITY  
PAYMENT PACKAGE DOCUMENT REQUIREMENTS: 

 
Review and comply with Section 410 of Bid Front End Documents. 
Review and comply with Article 15 of the Supplemental General Conditions. 
 
 

AIA DOCUMENT G702 & G703 – (or facsimile thereof) Payment Application 
Checklist: 

o Correct Project Name – Found on your contract. 
o Correct Project Number – Found on your contract. 
o Purchase Order Number – Required prior to beginning work. 
o Correct Application Number. (i.e. 1, 2, 3, etc.) 
o Correct Period Reporting Dates – Applications support docs must be sequential and 

within application range. 
o Approved & Executed Change Orders must be listed.  (Cannot invoice for unapproved 

changes.) 
o Schedule of values percentages and amounts match the approved Pencil Copy Review – 

Signed by the Architect, Contractor, and University Project Manager. 
o Correct Dates – Back dating not accepted. 
o Signed and Notarized. 

 

 
SWORN STATEMENT – Checklist: 

o List all contractors, sub-contractors, suppliers… ≥ $1000.00 
o Contractor‟s Sworn Statement amounts must coincide with Column „C‟ of the schedule of 

values document.  Any unassigned or uncommitted value of contract shall be shown on 
an entry „Contractor – Unassigned‟ followed by the amount necessary to cause the 
„contracted to date‟ column of the sworn statement to equate with the schedule of value 
column totals. 

o Current Date – Back dating not accepted. 
o Signed and Notarized. 
o A Sworn Statement is required from every Sub Contractor on the job with a material 

purchase or sub-subcontract of $1,000 or more. (all the way down to the bottom tier) 
 

 
DEPT. of LABOR FORM WH-347 – Certified Payroll Checklist:  
(Union and Non-Union) 

o For every contractor & sub-contractors work, for each week within the application for 
payment reporting period.  (For every „boot‟ on the floor representing the weeks within the 
application period) 

o Wayne State University Project Number – Found on your contract. 
o List ALL workers who have worked on the project site. 
o Make sure workers addresses are listed. 
o NO Social Security Numbers, if present they MUST be blackened out or listed in XXX-

XX-1234 format. 
o Work classifications based on the job specific Prevailing Wage Schedule descriptions. If 

you require rates for additional classifications, contact the Michigan Department of 
Consumer & Industry Services. (Refer to Section 410 of Bid Front End Documents.) 

http://www.cis.state.mi.us/bwuc/bsr/wh/revised_rates/whc_tbl.htm  
o Apprenticeship program status – proof of enrolled program and current completion 

required for any workers paid at Apprenticeship rates. 
o Rate of Pay verified against the Prevailing Wage Schedule with an hourly costs 

breakdown of fringes paid. (Refer to attachment for State of Michigan instructions and 
example) 

o Authorized signatures on affidavit. 

http://www.cis.state.mi.us/bwuc/bsr/wh/revised_rates/whc_tbl.htm


WAYNE STATE UNIVERSITY  
PAYMENT PACKAGE DOCUMENT REQUIREMENTS: 

 
. 

 
 
 

 
 
APPLICATION PACKAGE SUPPORTING DOCUMENTATION –  
Must accompany all package reporting periods: (Union and Non-Union) 
 

o Copies of Pay Stubs may be required for each Certified Payroll period reported – (Social 
Security Numbers MUST be blackened out or listed in XXX-XX-1234 format. Pay stubs 
need to reflect claimed participation of fringes like Medical, Dental, Retirement or 1099 
classification.) 

o Proof of Ownership for any „Owner Operator‟ (Sole Proprietor) contractors not claiming 
their time under prevailing wage act. – (Must list their hours and dates worked on the 
WH-347 Form and enter EXEMPT on the income brackets.).  The Owner Operator must 
provide copies of “dba” registration form confirming status as exempt from prevailing 
wage requirements. 

o Proof of Stored Materials – (Detailed Bill of Sale, certificate of insurance or 
endorsement page specifically insuring the stored materials, pictures, when large value.  
WSU reserves the right to on site verification of material. Stored material must be 
separated from ordinary inventory and labeled for WSU project. 

o Partial Unconditional Waivers – Must release the accumulated amount paid for work 
and be immediately provided, or provided with the subsequent application for payment.  
Waivers shall be provided for contractors, sub-contractors, and suppliers listed on the 
Sworn Statements.  (This is required at all tiers) 

o Full Unconditional Waivers – Prime Contractor must deliver fully executed Full 
Unconditional Waiver upon receipt of final payment.  Full Unconditional waivers may be 
required of sub contractors and suppliers in advance of final Contractor payment on 
bonded projects This requirement shall be determined on a project-by-project basis. Full 
Unconditional waivers shall be required in advance of or at the time of final payment on 
all non-bonded projects from all subcontractors and suppliers listed on Sworn 
Statements, or who have provided a notice of furnishing.  

o Partial Conditional Waivers – The Contractor shall provide a Partial Conditional 
Waivers covering the entire amount of the application for payment.  For non-bonded 
Projects – A partial conditional waiver from all subcontractors must accompany any 
application for payment within which a subcontractor draw is included. 

o Sworn Statements – Required for all Sub Contractors, and Sub-subcontractors (etc.) 
with any contracts or purchases exceeding $1,000. 

 
 
 

FINAL PAYMENT EXCHANGE – Checklist: 
. 

o Clear and concise As-Built drawings. 
o Operation and Maintenance Manuals. 
o Required training must be completed (if applicable).  
o Warranty of work in accordance with project documents. 
o Certificate of Substantial Completion. 
o Full Unconditional Waiver 
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