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Contractor Payment Form Instructions 
 

All Contractors making payments to Contractors/Subcontractors/Suppliers/Service Providers, regardless of their tier or DBE st atus, are required to complete and submit this 

form to the Mn/DOT Office of Civil Rights (OCR), each time payments are made to sub-contractors until final payment is made.  Failure to comply with this form and 

Minnesota’s prompt payment law may cause progress payments to be withheld.  Submit one copy of this form to the Mn/DOT OCR an d one copy to the Project Engineer, no 

later than ten (10) days after receiving payment from Mn/DOT. 
 

State Project Number:  As identified by Mn/DOT 
 

Prime Contractor:  The contractor who was awarded the project. 
 

1
st

 Tier Sub-Contractor:  If a subcontractor has a subcontractor, list the 1
st

 tier sub here and then list all of the 2
nd

 tier Subcontractor(s) in the Name of Subcontractor/Supplier 

area.  All areas should be filled in regarding the prime as well. 
 

Payment Reporting Period:  This should reflect the current payment period.  
 

Contractor Information:  Contractor’s information who is making the payments .  This must be filled out completely.  
 

Original Contract Amount:  Prime contractor’s contract dollar amount. 
 

Committed DBE% :  The DBE commitment certified in the prime’s bid is the minimu m percentage of DBE participation on the project. 
 

Actual DBE %  to Date:  The percent met to date. 
 

Name of Subcontractor/Supplier:   Company who is working for the prime contractor on this project. 

(If a sub was contracted for more than one contract, list each contract separately.) 
 

DBE?:  Check this box if the subcontractor is a certified DBE in Minnesota.  You can find a listing of the DBE firms certified in Minnesota at 

http://www.dot.state.mn.us/eeocm/ucpdirectory.html . 
 

Description of Work:  The type of work the subcontractor was contracted for. 
 

Subcontract Amount:  The dollar amount the subcontractor was contracted for. 
 

Amount of Current Payment:   The current dollar amount being paid to the sub. 
 

Total Sub-Contractor Payment-to-Date:  Total dollar amount paid to the sub including the current payment. 
 

%  Paid to Date:  Percentage of total payments made in comparison to the prime’s award amount. 
 

Final Payment?:  Indicate whether this is the final payment being made to the sub. 
 

Company Officials Signature & Title:  Self explanatory 
 

Name & Title of Individual Completing Report:  Self exp lanatory 
 

If you have questions on completing the form, call the Office of Civil Rights at (651) 366-3073. 

http://www.dot.state.mn.us/eeocm/ucpdirectory.html

