








I. GENERAL

All expenditures against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts require the approval of the Director, Facilities Engineering & Architectural Services.  The Capital Accounts Manager in the Facilities Engineering & Architectural Services office maintains the budgets for each individual project funded against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.  
II. PURPOSE

The purpose of this FSSP is to describe procedures associated with designer payments and contractor payments funded against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.

III. DEFINITIONS

For reference, note the following abbreviations in this FSSP.

· Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts abbreviated as Accounts.

· Facilities Engineering & Architectural Services abbreviated as FE&AS.

· Director of Facilities Engineering & Architectural Services abbreviated as Director, FE&AS.

· Facilities Service Center abbreviated as FSC.

· Assistant Director, Facilities Service Center abbreviated as Assistant Director, FSC. 

· Facilities Maintenance – Health Sciences Campus abbreviated as FM-HSC. 
· Director of Facilities Maintenance – Health Sciences Campus abbreviated as Director, FM-HSC. 

IV. PROCEDURES

A. General 

1. Each FE&AS Project Manager is responsible for managing their individual project budgets. 
2. All invoices/pay applications paid against the Accounts require the Director, FE&AS approval in order for payments to be processed.

3. Only original invoices (no faxes) shall be considered for payment. Invoices and pay applications must contain a date. All pay applications – excluding the final one for retainage - shall be accompanied by the required Appendix E-MBE Documentation for Contract Payment and the County Sales and Use Tax Report.

4. The Capital Accounts Manager logs invoices/pay applications being considered for payment into the project database. All invoice/pay applications shall be compared to previous payments to determine accuracy.  If the amounts noted as “previous payments” are not accurate, the payment tool is rejected.

5. The Capital Accounts Manager shall attach a printout of the project datasheet to the invoice/pay application and forward the package to the appropriate FE&AS Project Manager for review and approval to pay.  

6. If the FE&AS Project Managers determines the payment requested is incorrect, the Capital Accounts Manager shall back-out that payment from the project database.  The FE&AS Project Manager shall notify the appropriate parties and explain why the payment has been rejected.

7. If the payment is acceptable, the FE&AS Project Managers shall return the printout with their initialed approval and invoice to the Capital Accounts Manager.  The Capital Accounts Manager shall forward the package to the Director, FE&AS for review and approval.  The Director, FE&AS indicates approval with his/her signature.  

8. Upon approval by the Director, FE&AS, the Capital Accounts Manager shall forward the invoice/pay application to Accounts Payable for payment.

9. Copies of the invoices/pay application and the project datasheet shall be filed in the appropriate project file.

B. Designer Payments

1. All invoices associated with designer payments received in the FE&AS office shall be routed to the Capital Accounts Manager first.   The Capital Accounts Manager shall log the invoice into the project database. 

2. The project datasheet shall be printed and attached to the invoice and stamped with “THIS HAS BEEN LOGGED, IF ACCEPTABLE, PLEASE RETURN WITH OK TO PAY NOTED.”   The invoice shall then be forwarded to the appropriate FE&AS Project Manager.  

3. The FE&AS Project Manager shall act promptly on approvals in order to process payments to the designer(s).  Once an invoice is approved by the FE&AS Project Manager for payment and returned to the Capital Accounts Manager, the Director, FE&AS shall review and approve with a signature on each invoice.  

4. At 50% completion of a design, the FE&AS Project Manager shall complete a designer evaluation (designer master.xls) as prepared by the Capital Accounts Manager. Projects under $300,000 do not require a designer evaluation at 50% completion. The Capital Accounts Manager shall prepare a cover letter (coverletter.doc) and forward the cover letter and the completed designer evaluation to the designer at this time. 

5. At 100% completion of a project, the FE&AS Project Manager shall complete a final designer evaluation (designer master.xls) as prepared by the Capital Accounts Manager to accompany final payment to the designer. The Capital Accounts Manager shall forward a copy of the final designer evaluation to the Office of State Construction.

6. Two originals of each invoice are necessary.  When an invoice is approved by the Director, FE&AS, one signed original invoice is filed in the project’s Consultant Contract file.  The Capital Accounts Manager prepares a cover memo to the Capital Improvements Accountant with the correct project name and code and item number requesting payment in the amount of the invoice and forwards it with signed original invoice to the Capital Improvements Accountant at the ECU Comptroller’s Office.    

C. Contractor Payments
1. All contractor pay applications received in the FE&AS office shall be routed to the Capital Accounts Manager first.  The Capital Accounts Manager shall verify that the appropriate number of pay applications, required Appendix E-MBE Documentation for Contract Payment, and the County Sales and Use Tax Reports are included.  After verifying all required documentation for payments is included, the Capital Accounts Manager shall log each pay application request into the project database.

2. The project datasheet shall be printed and attached to the pay application and stamped with “THIS HAS BEEN LOGGED, IF ACCEPTABLE, PLEASE RETURN WITH OK TO PAY NOTED.”   The pay application shall then be forwarded to the appropriate FE&AS Project Manager.  

3. The FE&AS Project Manager shall act promptly on approvals in order to process payments to the contractor(s). Once a pay application is approved by the FE&AS Project Manager and returned to the Capital Accounts Manger, the Director, FE&AS shall review and approve with a signature on each pay application.   

4. At 50% completion of a project, the FE&AS Project Manager shall complete a contractor evaluation (contractor master.xls) prepared by the Capital Accounts Manager.  Projects under $300,000 do not require a contractor evaluation at 50% completion.   The Capital Accounts Manager shall prepare a cover letter (coverletter.doc) and forward the cover letter and the completed contractor evaluation to the contractor at this time.  
5. At 100% completion of a project, the FE&AS Project Manager shall complete a final contractor evaluation (contractor master.xls) as prepared by the Capital Accounts Manager to accompany final payment to the contractor.  The Capital Accounts Manager shall forward a copy of the final contractor evaluation to the Office of State Construction and the designer.  
6. Changes in the amounts authorized by the designer for payment to the contractor are not allowed; however, if there is concern that the contractor is being overpaid, the FE&AS Project Manager shall ask the designer for clarification.  

7. Reduction of retainage is not authorized except in unusual circumstances, and then only upon approval of the designer, Office of State Construction, and the Director, FE&AS.  Final payment to contractors on projects can only be made upon receipt of lien releases, guarantees, final as-built documents by the designer, etc.  The FE&AS Project Manager shall complete a completion checklist (completion checklist.doc).  The completion checklist shall accompany the final pay application and completed final contractor evaluation.  

8. Two originals of a pay application are necessary.  When a pay application is approved by the Director, FE&AS, one signed original pay application is filed in the project’s Contract file.  The Capital Accounts Manager prepares a cover memo to the Capital Improvements Accountant with the correct project name and code and item number requesting payment in the amount of the pay application and forwards it with signed original pay application to the Capital Improvements Accountant in the ECU Comptrollers Office.   A copy of the front page of the pay application and a copy of the Appendix E-MBE is given to Contracts Manager.

9. Contracts Manager shall hold Appendix E-MBE until payment has been made to the contractor.  Generally, about two weeks after payment, the Contracts Manager may elect to forward a letter to the MBE listed to see if they have received their payment for that contractor for their portion of the work.  This is part of the HUB Plan (FSSP 81-0002).
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