
Public Works
Task Work Order Pay Application Instructions



1. Input the total number of pages in the submittal.
2. Input the project name.
3. Input the CIP number from work order.
4. Input the name of the contractor contracted with Hillsborough County
5. Input the bid number from the contract.
6. Input the Hillsborough County CPA number (contract number).
7. Input the PO number from the Purchase Order (may be found on NTP).
8. Input the WO (work order number – should start with CPAPO).
9. Input the remit address of the contractor (where payment should be sent 

to).
10. Input the invoice number (typically pay application number-po number) .

• Indicate revisions with a R after the pay application number. If more 
than 1 revision is required, the R should show as R1 for revision 2, R2 
for revision 3, etc.

11. Input the sequential pay application number (1, 2, 3, 4, …).
12. Input the date the application was fully completed.
13. Input the start date of the period materials and work was completed.
14. Input the end date of the period materials and work was completed.
15. Input the Hillsborough County supplier number.
16. Input the vendor’s tax ID number.
17. Input the Board of County Commissioners Document Number (from awarded 

contract).
18. List the change order or revision number.
19. Input the date the change order or revision was approved.
20. If the change order or revision was positive, input the amount here. If 

change was negative, leave blank.
21. If the change order or revision was negative input the amount here. If 

change was positive, leave blank.
22. Input the original total value from the bid.
23. Input the retainage percentage if applicable. If retainage is not applicable 

leave blank.
24. Input the total amount of all previous payments.
25. Input value from field 1.
26. Input vale from field 1.
27. Input vendor name, representative signature, representative’s title, and date.
28. Must be filled out by a licensed Notary Public.



1. Data will be imported from values input on Pay Application 
cover sheet.

2. Data will be imported from values input on Pay Application 
cover sheet.

3. Data will be imported from values input on Pay Application 
cover sheet.

4. Data will be imported from values input on Pay Application 
cover sheet.

5. Data will be imported from values input on Pay Application 
cover sheet.

6. Data will be imported from values input on Pay Application 
cover sheet.

7. Data will be imported from values input on Pay Application 
cover sheet.

8. Input the Hillsborough Line Item Number from the Bid.
9. Input the FDOT Line Item Number if applicable.
10. Input the Line Item Description correlating to the 

Hillsborough County Line Item from Bid.
11. Input the initial Bid Quantity from bid for the line item.
12. Input the Unit of Measure from the bid for the line item.
13. Input the Unit Price from the bid for the line item.
14. Will automatically calculate (if formula is lost formula should 

be =round(Bid Quantity * Unit Price,2))
15. Input the Total Quantity to Date from previous pay 

application. If first application leave blank.
16. Input the Total Amount Completed from previous pay 

applications. If first application leave blank.
17. Input the Total Amount being claimed this period.
18. Will automatically calculate (if formula is lost formula should 

be =round(This Period Quantity * Unit Price,2))
19. Will automatically input from Stored Material Sheet
20. Will automatically input from Stored Material Sheet
21. Will automatically input from Stored Material Sheet
22. Will automatically input from Stored Material Sheet
23. Will automatically input from Stored Material Sheet
24. Will automatically calculate. If formula is lost formula should 

be Previous Quantity + Quantity this Period)
25. Will Automatically calculate. If formula is lost formula should 

be Total Amount completed / Bid Amount.



1. Data will be imported from values input on Pay Application cover sheet.
2. Data will be imported from values input on Pay Application cover sheet.
3. Data will be imported from values input on Pay Application cover sheet.
4. Data will be imported from values input on Pay Application cover sheet.
5. Data will be imported from values input on Pay Application cover sheet.
6. Data will be imported from values input on Pay Application cover sheet.
7. Data will be imported from values input on Pay Application cover sheet.
8. Data will be imported from values input on Pay Application cover sheet.
9. Data will be imported from values input on Pay Application cover sheet.
10. Data will be imported from values input on Pay Application cover sheet.
11. Input the County Line Item number from the bid which stored material is being claimed 

against. (there should only be one line item for each bid item)
12. Input the Suppliers Invoice number and Supplier name (Inv. ###-Supplier) for each 

invoice that has stored material related to the line item. (Invoices may span multiple 
line items)
• Each invoice will need to be clearly marked as to which items relate to it’s 

corresponding Line Item Number.
• Each invoice should include a summary showing the total amount from the 

invoice which is being claimed against each corresponding line item
• Example:

13. Input the Total Value of Stored Material from previous applications. If first application 
leave blank.

14. Input the total value of Stored Material that is being requested in the current 
application.

15. Input the total value of Stored Material that was installed in the current application
16. This column will automatically calculate based on entries form items 13 through 15
17. This column will automatically calculate 75% of the line item bid value. This is the 

maximum that can be claimed for any line item.
18. This column automatically calculates the maximum total amount of stored materials 

this period and will automatically input the value on the SOV sheet on the 
corresponding line.

19. This column automatically calculates the maximum amount of materials previously 
claimed this period and will automatically input the value on the SOV sheet on the 
corresponding line.

20. This column automatically calculates the maximum amount of materials claimed this 
period and will automatically input the value on the SOV sheet on the corresponding 
line.

21. This column automatically calculates the maximum amount of materials installed this 
period and will automatically input the value on the SOV sheet on the corresponding 



• Form to be Duplicated & Filled out and used as needed:
• SUBCONTRATOR'S STATEMENT OF SATISFACTION

• CONTRACTOR'S AFFIDAVIT OF PAYMENT OF DEBTS AND CLAIMS



• Form to be Duplicated & Filled out and used as needed:
• CONSENT OF SURETY TO FINAL PAYMENT

• Attachment II
• Attachment II
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