
START:  Assume parties 
agree to month-end 

payments

Contractor 
agrees?

CA sends it to 
Contractor

“Let’s talk about it”. 
3 possible outcomes

CA prepares a 
progress estimate 
within 7-days of 
month-end

Contractor prepares Proper Invoice
matching the agreed-to progress 
estimate.  Typically given within 14 
days of month-end.

Proper Invoice is immediately circulated 
to City PM and the CA for review.  

CA changes their 
mind, revises the 
progress estimate

Contractor changes their 
mind, agrees to original 
progress estimate

Alternatively and at any time:
Contractor can prepare a Proper 
Invoice of their own making.

Proper Invoice 
matches Payment 
Certification?

Contractor agrees 
to revise?

Revised Proper Invoice prepared and 
given to City-AP, copy to CA.

The disputed matter rests 
in wait until one of two 
outcomes…

Pre-Invoice 
Development Phase

Invoice Review 
Phase

NO

YES

NO YES

Payment Clock 
Starts

NO

YES

CA issues formal Request for Revision
to Contractor (if time permits)

CA gives Notice of Non-Payment
under Notice of Non-Payment 

Cover Letter within Clock+14 days To Adjudication 
Process…

Either party issues a Notice of 
Adjudication to resolve

CA issues Payment Certification to City 
concerning the Proper Invoice within 7 days. 

City pays in full within 
Clock+28 days. END.

City pays undisputed portion 
within Clock+28 days

Adjudication 
Phase

The disputed matter is otherwise resolved 
through the course of the Contract, and/or 
via C21. END.

Contractor gives Proper Invoice to 
City-AP, copy to CA

LEGEND
Blue – Contractor Deliverable
Purple – CA Deliverable
Red – Act Form

– Process Ref. Number
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