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PROCEDURES FOR PAYMENT FOR MATERIALS STORED OFF-SITE
1. General Contractor (GC) will submit this form to the University advising GC’s intent to request progress payment for materials stored off-site under GC’s control. The letter shall, at a minimum, include the following information: (a) type of material, (b) quantity, (c) manufacturer and model number, or other designation information, (d) copy of a purchase order, clearly identifying the material to be procured, (e) address of warehouse where the material will be stored until delivered to the project site, (f) amount requested and the Schedule of Value line number (amount requested cannot be more than the Purchase Order amount or Schedule of Value line number amount, less retention).

2. The letter shall clearly state that the materials are being stored under the General Contractor’s control at the warehouse designated in No. 1(e) above.

3. The University will evaluate the request and will inform the GC, in writing, whether GC’s request is approved or not. The University reserves the right to deny a request for payment for materials stored off-site for any reason whatsoever. 

4. The GC will also send a copy of the letter to the GC’s surety company and provide a copy of the letter to the University with the payment request. 

5. If GC’s request is approved, the GC may proceed with the purchase. The purchase of all materials shall be per approved product data sheets and shop drawings.  The University reserves the right to change materials, for any reason whatsoever, until the University has approved the product data sheets and the shop drawings. Should the GC (or its subcontractors or suppliers) purchase materials prior to the University approval of product data sheets and shop drawings, the GC will bear sole risk and liability and shall replace the materials at no additional cost to the University.
6. The GC will notify the University when the material is delivered to the designated warehouse. The GC will submit a copy of Bill of Lading at that time.

7. The University representative will visit the warehouse to verify delivery and storage. The materials shall be stored in a segregated area, and cannot be commingled with other materials. The GC shall put identification tag(s) on the material, in a manner acceptable to the University.

8. The University will verify delivery and storage only. This verification will not constitute approval or acceptance of the material for the project. The University will approve and accept the material only after installation and inspection.  

9. After the material delivery is verified by the University per the procedure outlined in this memorandum, the GC may request payment in the subsequent Payment Application.

Nothing in this changes or supersedes any of the project contract clauses. All contract clauses shall remain in full force. All bonding provisions shall cover the materials stored off-site.

In accordance with the provisions of the Contract General Conditions, request is made for payment of materials on hand for the following materials:
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Affidavit:  The materials listed above have been purchased exclusively for use on the above-referenced project. The material is separated from the other like materials and is physically identified as our property for use only on the subject contract. The Trustees may enter upon the premises for the purposes set forth in the Contract General Conditions of the contract for inspection, checking or auditing, or for any other purpose as you consider necessary. It is expressly understood and agreed that this information and affidavit is furnished to the Trustees for the purpose of obtaining payment for the above materials before they are delivered to, or incorporated into, the project described above. The security and protection of all materials stored off-site shall be the sole responsibility of the General Contractor. Payment shall not release the General Contractor of security and protection responsibilities.

(Verified) Inspector
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