SUBCONTRACT AGREEMENT REQUEST FORM

I. This draft must be given to the Contract Administrator so he / she may assign a commitment number to the subcontract and prepare a draft for approval before submitting to Subcontractor.

II. Copies of all correspondence and / or paperwork pertaining to this subcontract such as bid proposals, quotes, etc. should be faxed to Contract Administrator at the time of request.

III. Subcontract Information – Fill out all information below then e-mail or fax this request with all corresponding backup to Contract Administrator. 

	1. DJM JOB NO.:
	
	1a. DJM COST CODE(S):
	

	2. CONTRACT PRICE:
	
	3. BOND REQUIRED?:
	YES 
	
	NO
	

	
	    (If answer to item 3 is “YES”, proceed to item 3a.)

	3a. List cost of bond or percentage rate for calculating such cost, only if contract price listed in Item #2 does not include the cost of such bond:


	4. DATE OF CONTRACT: 
	
	5. DATE OF PROPOSAL:
	

	6. NAME OF PROJECT: 
	

	7. OWNER’S SOLICITATION / CONTRACT NO.: 
	

	8. OWNER (NAME ONLY):
	

	
	

	9. ARCHITECT (NAME ONLY):
	

	
	

	10. NAME OF SUBCONTRACTOR:
	

	11. ADDRESS:
	Street:
	

	
	

	
	

	
	City:
	
	State:   
	
	Zip:
	


	12. PHONE:
	

	13. FAX:
	

	14. E-MAIL ADDRESS (optional):
	

	15. CONTACT PERSON:
	


16. LIST ALL APPLICABLE SPECIFICATION SECTION(S):




     


	Spec. No.
	Description
	 Spec. No.
	Description

	Division 1
	General Requirements
	
	

	
	
	
	

	
	
	
	

	
	
	
	


16. INCLUSIONS*:(please reference “Standard Contract Inclusions” below for guidance)
	


17. EXCLUSIONS:

	


*Please make sure all bond, warranty, insurance, and / or any other such contractual requirements above and beyond those mentioned within the body of the contract are listed in the inclusions  As a general rule, changes to the body of the contract cannot be not made.

Standard Contract Inclusions

The following items are set forth as a guide so that each and every contract is submitted in its most complete form.  These do not include standard inclusions for individual trades (e.g. electrical, plumbing, etc.) as those must be job specific.
1. Provide all required layout for your work to insure proper location and accuracy, including field measurements, required for coordination with delivery and ordering of materials.

2. Install all embeds, hangers, inserts, support assemblies clamps, bracing and fittings necessary for proper assembly and support for this scope of work.

3. Coordinate this scope of work with that of other trades.  Resolution of conflicts to be prior to commencing installation.  Re-routing to allow conflicts and interference in the field will be performed at no additional cost.

4. Protection of work and materials until building completion.
5. Supply own temporary task lighting and power cords.  Power furnished by general contractor.

6. Subcontractor to keep work area clean and free from collection of debris caused by this work operation as required for providing a safe working environment.

7. During construction work, it is the responsibility of this Subcontractor to designate a   clean-up person to perform daily clean-up if required as a result of Subcontractor’s activities on the project.  If, at any time DJM Construction Company, Inc. is unable to get the proper cooperation from this Subcontractor, it is DJM Construction Company’s option to correct the job conditions and back charge this Subcontractor to keep a safe and orderly project at all times.
8. All unloading, storage and movement of materials to be scheduled and coordinated with DJM’s superintendent, to avoid relocating.
