
Driving Success Together 

Guidance for Subcontractors 
by Field Reports 



Objectives 

➢ Subcontracting 
○ Key guidelines and compliance requirements 

➢ Partial and Progress Payments 
○ Project Documentation and Key factors on timeliness 

➢Monthly Pay Estimates 
○ Approval process and how to retrieve quantities 



Subletting of Contract 
Specification 108.01 



When is a subcontract required? 

A subcontract is required for any  work that the prime contractor 
cannot or does not perform directly.   



Subcontractors 
➢ Most subcontractors must be licensed with the Arizona Registrar of 

Contractors 

➢ Professional Services and Unique Work Activity List are services that 
may or may not:  

 

 

 

➢ Require a contractor’s license 

➢ Require certified payrolls 

➢ Be considered de minimis 



This list is available in the FAQs section. 



Subcontractor Request Form (SRF) / Subcontracts 



The SRF   
“Subcontractor Request 

Form” 



SRF (1st Section) 



In the first portion of the SRF, you will want to verify the following details: 

➢ Subcontract amount 

➢ Subcontractor's name, address, email, and phone number 

➢ ROC license number and class – ensure accuracy and verify that the 

license is current with the Arizona Registrar of Contractors 

➢ If using a Federal EIN, ensure that it is correct 

➢ Always check for a current AZ UTRACS number 

➢ If the subcontractor is a DBE, whether committed or not, mark "YES" 

➢ If you are a haul truck owner-operator, also mark "YES," and remember 

to sign and date the form. 



Owner - Operators  

Subcontractors performing truck-
hauling services may sign the SRF 
certifying that they are a bona fide 
(haul truck) owner-operator; they 
are exempt from submitting 
certified payrolls. 



SRF (2nd Section) 



In the second section of the form, ensure the following: 

➢ Bid item numbers are listed and accurate. 

➢ If the bid items are partial, check the corresponding box and ensure the dollar 

value is provided. 

➢ If there isn’t enough space for all bid items, attach an additional document and 

mark "Yes." 

➢ If the subcontract is attached, mark "Yes." 

➢ For committed DBEs, the subcontract must be attached and for the amount 

indicated on the affidavit 
 



SRF 3rd Section 



In the third section of the form, ensure the following: 

➢ (A) The Subcontractor has received all applicable documents in C) 2-12 below, per the 

Special Provisions.  These documents should be attached to the subcontract agreement. 

➢ (B) The prime contractor and subcontractor will execute Document No. 1 in C) below, the 

Subcontract Agreement containing the above bid items of work, prior to the start of 

subcontractors work.  DBE subcontracts are to be submitted at the preconstruction 

conference. 

➢ Verify that the correct SRF (Subcontractor Request Form) is being used. This example 

applies to projects awarded on 10/23/2023 or later, as indicated on document number 9. 

➢ Ensure that the Wage Determination Decision number and the modification number are 

accurate according to the contract. 

 



SRF 4th Section 



In the 4th or last section of the form, ensure the following: 

➢ The contractor’s signature must be from someone authorized to sign 

subcontracts on behalf of the Prime Contractor company. 

➢ The subcontractor must sign the form, and if applicable, any lower-tier 

subcontractors should sign as well. 

➢ If the subcontract was attached, Field Reports will mark "Yes." For DBEs, Field 

Reports will indicate whether it is a committed or non-committed DBE. 

➢ Bev Swartz or Melissa Siaotong will review each SRF thoroughly. Once all is in 

order, they will sign on behalf of Field Reports. 

➢ After that, the SRF goes to the State Construction Engineer for final approval. In 

this case, I have been appointed to sign on behalf of Bill Fay. I perform a quick 

review, and if everything looks good, I approve it. 



The Authorized Signature Form 

is available in the Forms 

section of the Contractor 

Information web page. 

 

The Prime Contractor must 

certify the names of individuals 

who are authorized to execute 

and sign documents on behalf 

of the corporation.   



Lower-Tier Subcontractors 

➢ Only previously approved subcontractors can serve as the upper-tier. 

The upper-tier subcontractor must have an approved SRF before a 

lower-tier SRF can be submitted for review and approval. 

➢ Additionally, the upper-tier subcontractor must be approved for the 

specific bid items being subcontracted to the lower-tier subcontractor. 

 



Subcontract Approval:   
Key Penalties and Deadlines  

It’s important to note: 

➢ The Prime Contractor will be sanctioned $1,000 for each subcontractor 

that starts working without an approved subcontract. 

➢ The engineer will stop work for any subcontractor working without 

approval. 

➢ If the subcontract is not submitted within 30 days of the SRF approval 

date, the approved SRF will be revoked. 



Subcontract Approved 

➢ Once the subcontract is approved by the State 
Construction Engineer, the subcontractor is 
authorized to begin work. 

➢ Field Reports enters the approval date in FAST. 

➢ The Labor Compliance team is notified and adds 
the subcontractor to LCPtracker, enabling them to 
submit certified payrolls. 

➢ The Labor Compliance team typically updates 
LCPtracker the following day. 



Subcontract Approved 

You may or not begin working on the project right away, however you 
are permitted to commence work when the time is right.  The approved 
subcontract must include all the bid items you will be working on. 



Partial / Progress Payments 
109.06 (A) 



Progression of Work 

➢ ADOT inspectors document their day-to-day activities by recording 

observations and measurements of the work completed in a daily diary 

in the PEN system.  

➢ They provide a detailed account of the work being conducted, the 

individuals responsible, the start and completion dates, and the location 

of the work. 

➢ Inspectors play an important and vital role in documenting quantities to 

create the monthly contractor pay estimate. 



Monthly Contractor Pay Estimate 

➢ The Department prepares a draft monthly estimate for review by the 
contractor.  

➢ The contractor shall work with the Engineer to finalize the monthly 
estimate.  

Spec 109.06 (A) states that “If satisfactory progress is being made, the 
contractor will receive a payment each month based on the amount of 
work completed during the preceding month”.  



Monthly Contractor Pay Estimate 

You can find this information 

in the Contractor Information 

web page under Documents 

and Links. 



Monthly Contractor Pay Estimate 

Spec 109.06 (A) continues to state that: 

“When the Engineer and the contractor have reached agreement, the final 
monthly estimate will be prepared and signed by the contractor and the 
Engineer.  

The contractor’s signature constitutes a certification that the work was 
satisfactorily performed, meets the specifications, and the quantities 
reported are accurate, regardless of whether the work was performed by the 
contractor or a subcontractor. ”.  

 



Monthly Contractor Pay Estimate 

Spec 109.06 (A) continues to state that: 

“Partial payment on either a lump sum item or on an item paid for as a unit 
(each) may be made if the amount of work, in the opinion of the Engineer, is 
of sufficient magnitude to warrant partial payment. The amount of the 
partial payment to be made will be in proportion to the percentage of the 
work completed on the item, as estimated by the Engineer.   

 



Current Estimate Quantities 



Monthly Payments 



Monthly Contractor Pay Estimate Process 

The field office has 5 
business days to save the 
estimate. 

Once saved, it goes to Field 
Reports for review and is 
sent to Contracts Payable.  

Contracts Payable reviews 
and processes the 
estimates for payment. 



Request for Monthly Pay Estimate 

 In this order: 

● Contact the Prime Contractor's Project Manager directly 

● Direct your request to the Construction Field Office, Resident Engineer or 

Office Manager, for the specific project. 

● You may contact the Field Reports office 



Contractor Information Web Page 

https://azdot.gov/business/engineering-and-construction/construction/contractor-information


Field Reports 

https://azdot.gov/business/engineering-and-construction/construction-and-materials/field-reports-labor-compliance

