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Introduction

Public works contracts in Washington Stat require each and every business on the project file Statement
of Intent to Pay Prevailing Wage@ntent), and Affidavit of Wages Paidaffidavit) forms. The forms are filed
with L&l and, once they are approved, are submitted by the business to the aggradministering the
contract. Find more information about the requirements for filing these formshere.

The following instructions will help you file your intent and affidavit forms online OO E 1 C Prev@iling O
Wage Intent and Affidavit (PWIA) system.

Feedback
Please let us know how the system and/or these instructionsork for you by completing atwo-minute
survey. Your feedback is greatly appreciate@nd will help us improve our online services

Assistance

Contact the Prevailing Wage Progranat PW1@Lni.wa.gowr 360.902.5335 if assistance is neded with
accessing or using this system

Revision History

Date Summary of Changes Page(s)

UpdatedMy Certified Payrollsection

JETUETS) 020 to reflect the new law Sl

December 2019 Add Owners with No Employeessection 50

June2019 UpdatedUtilization Tab section 21

. 4-6

UpdatedComplete Setugsection
. - : 12
May 2019 Added Required Trainingsection 14
Added6 AOE AU 71 OEA OOgectieml | D

AddedMessages Talsection 18

April 2019 AddedFiles Tabsection 2?’
Updated images Multiple

February 2019 Added Utilization Tab section 17

BACK TOTABLE OF CONTENTS 1



https://lni.wa.gov/licensing-permits/public-works-projects/contractors-employers/#required-documents-for-doing-the-work
http://www.surveygizmo.com/s3/2188703/Prevailing-Wage-Online-Services-Survey
http://www.surveygizmo.com/s3/2188703/Prevailing-Wage-Online-Services-Survey
mailto:PW1@Lni.wa.gov?subject=AA%20Portal%20Help
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Navigating This Instructions Guide

We have created three different ways for you to quickly and easily find instructions on a particular feature
within your PWIA system:

1. Select deature/topic within the Table of Contentson the previous pagdo navigate to that section.
2. UseBookmarks to navigate to different sections.

A. If you are viewing these instructions on our website, move your mouse to ¢htop right-hand
corner of the page and a black bar will appear.

Select the flag and then the topic/feature you wish to learn more about.

Bookmarks

> Introduction
» Mavigating This Instructions Guide

Accessing PWIA

B. If you saved these instructionsto your computer, select the pael on the righthand side.

Select the flag and the the topic/feature you wish to learn more about.

File Edit View Wlnr File Edit View Window Help
- Home Tools » Document
Home Tools Dg?
Bgekmarks X
-

u =l L
ﬂ Table of Contents
+] D Introduction

[1 Navigating This
Instructions Guide

2

o J .ﬂﬂ_ﬁﬁg&sing 3\9&-\,_..‘

3. PressCTRL+F to open a dialog box to search this guide/pe in the feature/topic you wish to learn
about and then either press ENTER or select the Previous, Next, or arrows within the dialog box to
navigate through the results.

Google Internet Explorer

| x Find: |

Adobe Acrobat

Previous Next

Select underlined text in light blue to go to that section of this guide.

he Table of Contents on

BACK TOTABLE OF CONTENTS 2
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Accesang PWIA

The Prevailing Wage Intent & Affidavit (PWIA) system is easily accessible througkly L&I or
SecureAccess Washington (SAW).

Do you have an existinglly L&l or SecureAccess Washington (SAVdgcount?Selectyour answer below to
view further instructions :

YES NO | Have a PWIA Account

Yes,| have an existing account.

1. Use your login information from either system to login to My L&I.

2. SelectMy Profile in the top-right hand corner.

Washington State Department of

i My S .
Labor & Industries @ My Secure

My Profile /

i i PSR '\ ‘*"‘-.,”_"‘.""“‘----.!"‘l-"“h“"‘-_\Jr-.t MMMJ

3. SelectGet more access

| +Getmore access |

4. Go to theComplete Set Ugsection belowfor instructions on how to complete sé up.

No,I AT 1héve any existing accounts.

1. Go toMy L&l to set up your account and activate your profile.

2. Log back intoMy L&l and selectComplete set-up.

My Access

You haven't yet completed your set up.

To access your information art L&I:

3. Go to theComplete Set Ursection below for instructions on how to complete set up.

BACK TOTABLE OF CONTENTS 3
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Complete Set Up

1. SelectEmployer or representative in the pop-up menu, then clickContinue .

Complete set up

x

First, choose a role that applies to you.

Injured Worker or Authorized Delegate
Legal representative for an injured worker
Medical or Vocational provider

Billing provider

Independent Medical Examination (IME) Provider

#* Employer or representative

Third party administrator

Third party accountant,/bookkeeper

Retro program administrator

Health Services Coordinaters and COHE Directors
Surgical Best Practices Coordinator

Best Practice Activity Coach

Other

Cancel

2. SelectFile prevailing wag e intents and affidavits .

Complete set up

Enter the following to gain access:

WA UBI number “__

r

a

Back

You may complete the following tasks right away:

x File prevailing wage intents and affidavits

s Electronic Permits & Inspections (EPIS)

= Manage continuing education for self-insurance claim
administrators

BACK TOTABLE OF CONTENTS
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3. SelectContinue to complete your security profile.

Complete your security profile

security. You will only have to do this once.

We added a 2nd layer of security to our online services. In addition
to your user 1D and password, we will collect another piece of
information when you log in to verify your identity.

You must complete your security profile to enable this 2nd layer of

Complete your security profile x

Back-up contact information (highly recommended)
When you log in, we may ask you to enter a security code. You will
have the choice to use either email or phone to complete this step.
Email address

If you choose email, we will send a security code to your choice of
your primary or back-up email address. We will only ever use your
back-up email address on your request to send a security code.

Primary email address: Bob_Vance@mail.com

Back-up email address

(Optional): |Vance_Construction@mail.coml

— 3

Complete your security profile x

Back—up contact information (highly recommended)

When you log in, we may ask you to enter a security code. You will
have the choice to use either email or phane to complete this step.

Phone number

If you choose phone, we will call you at your choice of your
primary or back-up phone number and ask you to enter the
security code displayed on your screen. We will only ever use your
back-up phone number on your request to collect the security
code from you.

Primary phone (360) 888-9898

Back-up phone (Optional): |360 999-8989 |exti | |

&3

4. Enter a backup email address then selecContinue.

5. Enter in a backup phone number then selecContinue..

BACK

TOTABLE OF CONTENTS
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6. Confirm the use of your computetthen selectContinue to complete your security profile.

Complete your security profile x

You have successfully set up the following login
information:

Phone Numbers
Primary: +1 - 3608889898
Back-up: +1 - 3609998989

Email Addresses
Bob_Vance@mail.com

Vance_Construction@mail.com

Would You Like Us to Remember this Computer?

® Yes. | plan to use this computer in the future to access my
account.

No. This is a public computer or one | do not plan on using
often to access my account.

edit

7. Complete all requiredinformation to include your Contractor Registration Numberif your
company is a licensed contractor.

PWIA Registration

First Name (required) | |

Middle Name | |

Last Name (required) | |

Phone Number (required) | |Ext| |

Email Address (required) | |

Company Name (required) | |

Company UBI (required) | |

Company Registration Number | |

8. SelectRegister.

BACK TOTABLE OF CONTENTS 6
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9. Review theDisclaimerand selectAccept.

By accepting below, |

« Certify that | am an authorized representative of the company for which | submit Intents and Affidavits through the Prevailing Wage Intent &
Affidavit system.

s Certify that all information | provide is correct and that all workers are paid no less than the prevailing wage rate as determined by the
industrial statistician of the Department of Labor & Industries.

Understand that contractors who violate prevailing wage laws, i.e. incorrect classification/scope of work, improper payment of prevailing
wages, etc., are subject to fines and/or debarment and will be required to pay back wages due to workers.

Approval of Intents and Affidavits will be based on the information provided by you. It does not signify approval of the classifications of labor
used by the contractor.

T = &

10. You are now ready to use the PWIA systd

| have a PWIA account.

1. Login to your account and seledtly tasks.

I

2. SelectView My Public Works Projects.

x
Prevailing Wage

File an intent to pay prevailing wage or an affidavit of wages paid »

3. Review theDisclaimerand selectAccept

By accepting below, |

s Certify that | am an authorized representative of the company for which | submit Intents and Affidavits through the Prevailing Wage Intent &
Affidavit system.

« Certify that all information | provide is correct and that all workers are paid no less than the prevailing wage rate as determined by the
industrial statistician of the Department of Labor & Industries.

Understand that contractors who violate prevailing wage laws, i.e. incorrect classification/scope of work, improper payment of prevailing
wages, etc., are subject to fines and/or debarment and will be required to pay back wages due to workers.

Approval of Intents and Affidavits will be based on the information provided by you. It does not signify approval of the classifications of labor
used by the contractor.

T

4. You are now ready to use the PWIA system!

BACK TOTABLE OF CONTENTS 7
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Navigating the PWIA System

Left-Hand Section

Use the quck actions located on thdeft-hand sideof PWIAto help you quickly file intents, affidavits,

and certified payroll reports plus review apprentice utilization reports AT A OAOE AU UT OO0
compensation coverageWe have also included links to key welisis at L&l to help you on public works
projects.

Quick File Actions Quick Navigation Actions
File New Intent File Affidavit Additional Tasks View Project Structure
| am the prime contractor |7| | P— ‘ Check Contractor Status ntent ID | |W|
for the project — = R
Look up an Apprentice

| am a subcontractor for Contractor Apprentice
the project File Certified Payroll Utilization Report

Prime Contractor Apprentice

Intent ID Create
|—r Utilization Report

Verify Workers’ Comp
Coverage

Upload Certified Payroll
Submit Payroll in XML File

Middle Section

Use the middle section toriew pending actions, view intents and affidavits, access project information,
and file/view certified payroll reports.

Items Awaiting Your Action . -+
My Intents and Affidavits 24 |+
My Projects 12 [+
My Certified Payroll 8 [+

BACK TOTABLE OF CONTENTS 8
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Search Options

We have included more sarch areas and options to help you find a form, project, awarding agency, etc.
Use partial words/numbers to get more results. Use exact/full names or numbers to get less results.

Search My Intents and Affidavits

Intent or Affidavit ID Search Intents or Affidavits Intent or Affidavit Status
| | | Both Intents and Affidavits ¥ | | Ay v |
Project Name or Contract No. Awarding Agency Submitted From To

Sort Options

Select a column header to sort the information in ascending diescending order. The arrow next to the
column identifies which column is currently sorted and if it is sorted in ascending or descending order.

Form Project Submit Date + Form Status Related Forms & Actions

Affidawit Tower Repairs 2/3/2017 oved View Intent 987654 (Approved)
123456 ISLAND COUNTY PUBLIC WORKS
Contract No: 2017-ABCD

This column has been

sorted in ascending order. P
89 (Approved)

Intent Tower Dock Replacement 21272017
543271 ISLAND COUNTY PUBLIC WORKS
Contract No: 2016-XYZ

Show More Rows
Select the drop down above the search results to show morews.

r

Show 5 ¥ |rows l

Form ject ’
Affidawit r Repairs !
123456  ISLANg COUNTY PUEY,

Contra®gNo: 2017-4
Intent Tower D Replas§
55@%2] ISLAND COUNTY P
“-\._\_ . I-'—En - -

BACK TOTABLE OF CONTENTS 9
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Show Next/Previous Page of Records
Selectthe Next or Previous buttons above the search results to show additional pages of records.

r I Showing records 1 to 5 of 24 I 4 Previous | Next b

%
“Date w Form Status Related Forms &
1

_\_,ﬁ? Approved View Intent YBFE54 (Approved)
~

,}‘

i

>J 7 Approved File Certified Payraoll

., View Affidavit 436789 (Approved)

Information Buttons
Hover overor select & to display help text.

In what city (or nearest city) will the work be performedyf &/

Enter the city where work will be performed, or ‘outside city
limits', if applicable. You may enter more than one city.

Orange Exclamation Marks

These orange exclamation markmean there are alers or actionsthat need to be viewed ad/or
addressed Additional information may need to be gathered to substantiate the alert.

Plus or Minus Signs

|i| Select the plus sign to expand the section and see more information.

|:| Select the minus sign to collapsehe section and hide the information.

BACK TOTABLE OF CONTENTS 10
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File a Statement of Intent to Pay Prevailing Wages

Before filing your Statement of Intent to Pay Prevailing Wagéstent) form, you will first need to determine
if you are the prime contractor or subcontractor on theproject. Prime contractors will first need to review

their ltems Awaiting Your Actionto see if the awarding agency has already begun the intent for you. If it has

been started, then selecFile Intent next to the project details to finish filing the form. Otherwise, go to the
quick action File New Intentbox, select the appropriate option, and then sele@reate Intent .

File New Intent

| am the prime contractor
for the project

| am a subcontractor for
the project

File an Affidavit of Wages Paid

The system now haswo different ways to file your Affidavit of Wages Paidorm. It also alerts you if there is
already an affidavit filed for the intent to prevent any duplicate forms being filed by accident.

1.

Use the quick actiorFile Affidavit box on the lefthand side. Input yourintent number and select
Create.

File New Affidavit /

| Create |

p oy

Go toMy Intents & Affidavits section, search for the intent, and seledile Affidavit .

Intent Tower Dock Replacement 9/13/2016 Approved View Certified Payroll

123456  EASTERN WASHINGTON UNIVERSITY \ File Certified Payroll
Contract No: 2015T File Affidavit

BACK TOTABLE OF CONTENTS 11
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Required Training

Businesses who are required to have training before bidding and/or performing work on public works
projects can easily takeonline training at their own paceto meet the requirement You must watch and
complete all 5 videos to meet the requirementLearn more about thistraining requirement

Tip: If you are exempt or have already completed this trainindgeel freeto still take
this training to learn about prevailing wage and public works.

/,-—

3 . Company Status
Required Training Training Status for your company

Company Status
Needs Training

My Status My Status
¥ Training Status for you
Not Started completing the training

'o&iew Training |

1. SelectView Training to view the online training videos.
2. Hover over each moduldo play the video.
3. Watch all 5 videos to complete the training and meet the requirement.
4. SelectView User Status to see those within your company that have started and/or completed the
training.
Company Status: Needs to complete this traiming _@'View User Status
Your company doesn’t need to complete this training. You are welcome to still view these modules at any time to learn more about prevailing
wage and public works projects. Learn more about this training requirement.
Status: Completed
Duration: 30 minutes )
Description: Introduces you to the Public Works Act, who the major parties are on public works projects, and the
different types of work that will require prevailing wages.
Status: Completed
Duration: 40 minutes
Description: Focuses on the criteria you will to identify the correct prevailing wage rates, how to look up the wage
Module 2 rates, and what you need to know about usual benefits and overtime.
T
_#;z m— Status: In Progress
.. t v ! Duration: 20 minutes
Il
e vl

BACK TOTABLE OF CONTENTS 12
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Check Contractor Status

This great tool allows you to chek the status of multiple contractors at the same time to make sure that
they are/were in good standing with L&l either today oron a specific date in the pastThis tool checks their
AT 1T OOAAOI 060 1 EAAT OAh x1 OEAOOS A isiwinAidid DEWD dachET OOO0AT
AT T OO A/rity paQebf@ more information.
Tip: Use the bid due date to see if the contractors were in good standing at the time
of bid submittals.

1. From the main page, seledhe quick navigation Check Contractor Status link on the left-hand
side.

Additional Tasks

Check Contractor Status

Look up a prentice

Contractor Appr
Utilization Report

Prime Contractor Apprentice
Utilization Report

P
¥
i
4
4
d
T
+
-
Sy S |

As of Date: @
[ 03-18-2017 J\
Enter one or more UBI numbers (separated by a comma or line):

)

2. If you want to use a date in the past, enter/select the date in this of Date box. Otherwise, leave
OEA AAOA AO T &£ O1 AAuU6O AAOAS

3. Enter one or multiple UBI numbers for the contractors you want to check. Separateultiple UBI
numbers with a comma or input one per line.

4. SelectCheck Contractors.
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5. 91 00 Ai 1 OOAAOT O 1 EOO xEIl APPAAO AAI T x CEOEIT C UI
Contractor Status as of 03-16-2017 Total Results: 5
UBI Compan Contractor's License Worker's Comp Debarred
600 111 222 jounp| Selectthelicenseto  § zyxwyuts7sor AcTIVE Account Open Not Debarred
view the confractor's
611222 333 JOHN S Verify page. ABCDEFCOOTCR  ACTIVE Account Open Not Debarred

Tip: Print this page and keep for your records.

6 AOEAU 71 OEAOOGS #1 i b #1 OAOACA

This tool allows you toquickly verify you have the correctx | OEAOO8 Al tisk ddssiidativisi 1

when bidding and reporting work performed on public works projects.The tooluses your Prevailing Wage
Trade and OccupatioAT A UT OO0 AT | DAT U8 Omparddidh @dk dassifisaliofstadddaies. A |
Quickly identify if you have the correct risk classification or if you need to have one assignid the type of
work you will be performing.

Here are a few examples on how yomight use this toolto assist withx T OEAOO08 Al InddAdc®® AOET 1
for your project:

9 Bid more accurately by verifying you have the correct risk classifications prior to bidding.
1 Report hours in the correct risk classification during the project to reducéime to release retainage
at closeaut.

#1 1 OAAO UT OO 71 OEAOOG #1 i PAT OAOGETT ! AAT O1T O - AT AcCAO
assigned to your account.

1. From the main page, select the quick navigatioh AOE £ZU 7 1 OE A O O& linkton thdleft# T OAOA
hand side.

Additional Tasks

Check Contractor Status

Look up an Apprentice

Contractor Apprenti
Utilization Report

Prime Contragdr Apprentice

Verify Workers’ Comp
Coverage
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Verify workers' compensation insurance for your project

Use this tool to find and understand the insurance risk classification to pay for the trade and occupations that you are utilizing on your project.
MNote: Workers' compensation risk classifications are determined by the nature of your contract, nature of business or phase of construction.

Learn more about how to report and pay.

County select ... b I
Journey Level Trade | select i )

2. Selectyou7 1T OEAOOS # 1 | Bfrorh theldfofbwd. ) $

3. Select theCounty the work will be performed in.

4. Seled the Prevailing WagelJourney Level Trade for the work being performed.

Occupation Workers' Comp Insurance

Acoustical Worker Verify Coverage

Bridge, Dock And Wharf Carpenters Verify Coverage 6

Carpenter Verify Coverage \,J
Carpentars on 5tationary Tools Verify Coverage

Creosoted Material Verify Coverage

Floor Finisher Verify Coverage

Floor Layer Verify Coverage

Scaffold Erector Verify Coverage

5. SelectVerify Coverage next to the Prevailing WageDccupationfor the work being performed.

Select the category that best matches the nature of your contract

select .. v
Building Construction {(Mew, Remodel) O}
Other

Ify Road (ﬁ.,lsphalt, Concrete) in

T T T

This step may or may not appear depending on the Trade/Occupation combo you have selected. If
needed, select the category that best matches the nature of your contract.
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Risk Class 9 Rate/Hour This shows that you have this Risk
b, ) Class assigned and your rate per hour.
== Bridge, Bulkhead and Tunnel Construction (0201) $3.1051
4+ Pile Driving with Water Hazard (0202) Not Assigned —\\
i W at v ON" a4
4+ Concrete Work - Streets and Roads (0214) $2.7145 This shows that you DONT'T have the

Risk Class assigned and will need to

+ Concrete Work - Foundations and Sidewalks (0217) §2.3100 Contacrtr Emp'%‘ﬁr Servicefs i '.fu're
performing this type of work. !

If you have questions pertaining to risk classification, please contact Employer Services (360) 902-4817.

7. Verify you have the correct riskclassification or if you need to have oa assigned for the type of
work you will be performing.

8. #1 1 OAAO UI OO 71 OEAOOS8 #11 PAT OAGETT 1 AAT O1 O - AT Ac
classifications assigned to your account.

Items Awaiting Your Action

In this section, you will find intent and @mbined forms that have been imitated by your awarding agency
and ready for you to complete, intents or affidavits forms needing corrections, and requests for certified
payroll reports from your awarding agency, prime contractor, or L&lUse theAction column to resolve
these items.

ltems Awaiting Your Action ! |=]
Show 5 ¥ | rows Showing records 1 to 5 of & 4 Previous | Next P

Project Details Bid Due Date Action

Tower Dock Replacement The awarding agency has requested Q/7/2016 File Intent

EASTERN WASHINCTOMN UNIVERSITY  that you file an intent for this project..

Requested On Date: 9/7/2016

Tower Repairs The awarding agency has requested 9/1/2016 File Intent
ISLAND COUNTY that you file an intent for this project..

Requested On Date: 9/22/20716
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My Intents & Affidavits

In this section, you will find intents, affidavits and combined forms all together in one spo€heck out all of
the options below to help you quickly find what you are looking for and take action.

My Intents and Affidavits 37 =

Search My Intents and Affidavits

Intent or Affidavit ID Search Intents or Affidavits Intent or Affidavit Status
| ntent or Affidavit Id | | Both Intents and Affidavits ¥ ‘ | Any ¥ ‘
Project Name or Contract No. dussaccliaces A Submitted From To

Select to search
only intents or only affidavits.

See related forms and
take additional actions.

Select the form to
view it.

Showing records

w Subrit Date Form Status
Intent Tower Repairs 2/2/20017 Approved View Certified Payroll
123456 I5LAND COUN BLIC WORKS File Certified Payroll
Contract Mo: 2017 C View Affidavit 987654 (Approved)
] File New Affidavit
Select the project name
Affidawvit Tower D to view project Approved View Intent 4536789 (Approved)
654321 IsLanNDC information.

Contract

Show only Intents/Affidavits/Combined Forms

To see only one type of form,edect theSearch Intents or Affidavits dropdown box to only view intents,
only affidavits, or only combined forms.

Search Intents or Affidavits

Both Intents and Affidavits v

Both Intents and Affidavits
Only Affidavits
Only Intents

Only Combined Forms
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Search Status of My Intents & Affidavits
To find all intents and affidavits in a certain status, select thiatent or Affidavit Status dropdown box and
select the status.

Intent or Affidavit Status

Ay Y

Approved

Corection Motice Sent
Draft

Pending

Submitted

Unfunded

My Projects

In this section, you can find and view all of youpublic works projects based on filed intents for your
business. Select the piject to view details about the projectDetails include who hired whom on the

project, missing intent andA £FZEAAOEO A OI O A O OEA pOI EAAOh AT A

My Projects Quickly view projects a -

wihera you are the

. fime.
Search My Projects P
Project Name or Contract No. Bid Due From  To Prime Contractor
‘ Project Name or Contract | | mm-dd-yyyy | ‘ mm-dd-yyyy ‘ Only where | am the prime

Awarding ﬁ}y’ tainage Status
‘ A‘-’u"arding Select to ‘u"l ey prOJect Il v |® Clear Search O\ Search
infarmation.
Show| 5 Y. showing records 1 to 5 of 7 4 Previous | Next b

Project Bid Due Date Prime Contractor Retainage
Tower Repairs 5/4/2015 SMITH MASONRY Released

ISLAND COUNTY PUBLIC WORKS 5/24/2017
Contract No: 2017-ABCD View Certificate

Viewing a Project

Information about the project is divided intofive tabs; Project, Contractor Alerts, Intents Not Filed,
Affidavits Not Filed, andUtilization . Each tab isexplained in more detail below.Lower tier subs on the
project may not be able to see some of the tabs/details.
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Project Tab
This first tab contains basic information about the selected projedhcluding the Project Overviewand
Project Structure.

Project Overview
Information found in the shadedbox is the main information about the project.

T

Project Overview

Project name Contract no. Award Date Prime Contractor Name
Stadium Roof Repairs Test2019.1 7/10/2018 ABC CONSTRUCTION COMPANY
Job site Project cost Bid Date Phone number
Bellevue HS Stadium $1,236,785.59 7/9/2018 360-902-1234
Description Awarding Agency L&l Account 1D WA UBI Number
Repair roof for BHS Stadium BELLEVUE SCHOOL DISTRICT #405 65432100 601234567
L&l Noti i letion S Awarding A C N Contractor License no.
otice c.ur ompletion Status warding Agency Contact Name ABCCONST219Q9
NOC Not Filed Mark Sawyer, 360-902-4859
L&l Certificate of Release Apprentice Utilization Required
Not Released Yes

Project Structure

Immediately below Project Overviewbox is theProject Structure. Beginning with the prime
contractor, the Project Structure shows each contractor on the project that haat least filed their
intent, been listed as a hiring contractor, obeen listedas a subcontractor
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