Work Order No. __ for
Agreement No. XXX
Name of Contractor

Sample Work Order for RFP SC 1806.2020.2

INSTRUCTIONS FOR THIS WORK ORDER
All capitalized and/or highlighted text requires either an entry of information or a selection of text. 
· Contractor should have completed both the Job Walk Details Form and Painting Services Quote Form with an assigned project number. Both forms must be available and attached to this Work Order. Enter the project number in section 2.a below.
·  Assign a Work Order # and enter this on page 1 in the title and in the Header of page 2.
· Enter the date that this Work Order goes into effect. This date should be prior to the beginning of any work or the date that the work begins.
· Under 2.b. insert the location where the painting services will be provided, including details such as the room # or the area, this should match the location information in the Job Walk Details Form.
· Select the appropriate provision for shipping and title (section D), as there are two choices depending upon whether or not the materials are shipped directly to the court or the contractor brings the materials. Delete the other provision.
· Under section 3 (Schedule and Dates of Delivery), enter the date that the work should start and the estimated completion date in subparagraph a. Review subparagraph b. and revise as necessary. If the court has specific times that the contractor should work in the area to be painted, this should be clearly set forth in subparagraph b.
· Section 4 (Invoicing and Payment) includes two provisions. Note that there are instances where the court may elect to pay for the materials before the work begins. In this situation the materials would be shipped directly to the court and the court could agree to pay for the materials after they have been received and accepted. This section provides an option for this arrangement. 
· After the court has completed the steps above, the document should be proofed and all highlights should be removed or deleted as appropriate, including these instructions.
This Work Order is subject to the terms and conditions of Agreement No. XXX (“Agreement”) between “Name of Contractor” (“Contractor”) and the Superior Court of California, County of Alameda (“Court”). By executing this Work Order, the parties agree to be bound by the terms and conditions set out in the Agreement with respect to the Services and Deliverables described herein (“Work”). Unless otherwise specifically defined in this Work Order, each capitalized term shall have the meaning set forth in the Agreement. Any additional or supplemental terms contained in this Work Order or in any invoice or confirmation of this Work Order that conflict with or materially alter any term of condition of the Agreement, (a) will not be deemed part of this Work Order; and (b) will not serve to supersede or modify any provision of the Agreement.
1. Term of this Work Order.
The term of this Work Order will commence on _____________ __, 20__ (the “Work Order Effective Date”) and will continue until all Work has been provided by Contractor and accepted by the Court unless terminated earlier pursuant to the Agreement. Expiration or termination of the Agreement will not serve to terminate this Work Order. All applicable terms and conditions of the Agreement will continue to apply to this Work Order until the expiration or termination of this Work Order.
2. Court’s Requirements and Description of Services and Deliverables.
a. General Description. Contractor will provide painting services as described in the attached Job Walk Details Form and Painting Services Quote Form for Project No. ___, incorporated herein and made a part hereof.
b. Location. Insert the address of the facility, floor and specific room #s or area (this should match the Job Walk Details Form.
c. Materials and Labor. Contractor will provide all required materials and labor to complete the Work. All materials will meet the requirements set forth in Section XXX of the Agreement. All labor will be provided at the prevailing wage pursuant to the terms and conditions of the Agreement.
d. Shipping and Title. SELECT THE APPROPRIATE CLAUSE AND DELETE THE OTHER.
USE THIS PROVISION IF THE CONTRACTOR DOES NOT SHIP THE MATERIAL DIRECTLY TO THE COURT
All material will be provided free and clear of all liens, claims, and encumbrances. Title to all material vests in the Court upon payment for the Work.
OR
USE THIS PROVISION IF THE MATERIAL IS SHIPPED TO THE COURT DIRECTLY.
All material will be provided free and clear of all liens, claims, and encumbrances. Contractor will deliver the material “Free on Board Destination Freight Prepaid”, to the Court at the address listed below. Title to all material vests in the Court upon payment of the applicable purchase price.
Court Address
e. Materials Warranty. Contractor warrants that the materials will be merchantable for their intended purposes, free from all defects in materials and workmanship, in compliance with all applicable specifications and documentation, and to the extent not manufactured pursuant to detailed designs furnished by the Court, free from defects in design. The Court’s approval of designs or specifications furnished by Contractor shall not relieve Contractor of its obligations under this warranty. 
3. Schedule and Date(s) of Delivery.
a. Start and End Dates: Performance of Work will begin on _________________. The Court and Contractor anticipate that the Work will be completed no later than ______________ (“Completion Date”). Contractor may request that the Court extend the Completion Date. Contractor’s request must be in writing and include the reason(s) for the delay. If the Court elects to extend the Completion Date, the Court will provide written consent to Contractor.
b. Hours: Work will be performed as directed by the Court. Work hours may include the Court’s normal business hours, after hours and weekends. [MAKE ANY CHANGES TO HOURS IF NEEDED.]
4. Invoicing and Payment. SELECT THE APPROPRIATE PROVISION BELOW
IF MATERIALS ARE NOT INVOICED SEPARATELY, USE THIS PROVISION.
a. Contractor shall submit invoices to the Court in arrears no more frequently than monthly. Invoices will include the cost for materials and labor provided to complete the Work. Contractor’s invoice must show the cost of labor and materials separately, and not exceed the amounts quoted in Contractor’s Quote Form for this project. As set forth in Appendix B (Payment Provisions) of the Agreement, Contractor’s invoice will provide details as is reasonably necessary for the Court to evaluate the Work. Such detail will include, but not limited to, (i) the Work Order No. (ii) a detailed description of the materials, including quantity and unit price; (iii) the number of hours worked and the applicable hourly rate, including a description of the job classification (e.g. journeyman, apprentice,); (iv) a description of the required equipment and the applicable rate; and (v) any applicable travel charge and the reason for the travel.
b. Total Project Cost. The total cost for Work provided under this Work Order will not exceed $______________.
IF MATERIALS ARE INVOICED SEPARATELY, COMPETE THE REQUIRED INFORMATION BELOW AND USE THIS PROVISION, IF NOT, DELETE ALL UNTIL “BY SIGNING BELOW”.
[bookmark: _Hlk532807009]Contractor will invoice the Court separately for the materials and labor provided to complete the Work. As set forth in Appendix B (Payment Provisions) of the Agreement, Contractor’s invoice will provide details as is reasonably necessary for the Court to evaluate the Work. Such detail will include, but not limited to, (i) the Work Order No. (ii) a detailed description of the materials, including quantity and unit price; (iii) the number of hours worked and the applicable hourly rate, including a description of the job classification (e.g. journeyman, apprentice,); (iv) a description of the required equipment and the applicable rate; and (v) any applicable travel charge and the reason for the travel.
a. Materials. Contractor may invoice the Court for materials after they have been shipped to the Court and accepted. In no event will the Court prepay for material that has not been shipped to the Court and accepted by the Court. Contractor may invoice for such materials in two separate invoices as indicated below: [CHANGE THIS SECTION AS NEEDED, IF MATERIALS ARE NOT TO BE PAID FOR PRIOR TO INSTALLATION. FOLLOWING IS A SAMPLE, REVISE AS NEEDED.]
1) Initial material shipment, including tax: Not to exceed $____________ 
2) Second material shipment for lighting, including tax: Not to exceed $____________

b. Labor. Upon completion and acceptance of the Work, Contractor will invoice the Court for labor, not to exceed $___________. [REVISE AS NEEDED, IT MAY BE THAT LABOR IS PAID FOR ON A MONTHLY BASIS OR IT MAY BE UPON COMPLETION AND ACCEPTANCE.]
1) All labor will be provided at the prevailing wage pursuant to the terms and conditions of the Agreement. 
2) Contractor will ensure that Contractor and all of Contractor’s subcontractors execute the Prevailing Wage and Related Labor Requirements Certification attached to the Agreement as Attachment A-2, Prevailing Wage and Related Labor Requirements Certification.
c. Total Project Cost. The total cost for Work provided under this Work Order will not exceed $______________
[bookmark: _GoBack]BY SIGNING BELOW, the parties agree to be bound by the terms of this Work Order as of the Work Order Effective Date. [NOTE THAT THE WORK ORDER SHOULD BE SIGNED BY AN AUTHORIZED INDIVIDUAL BASED ON THE DOLLAR VALUE AND THE  COURT’S AUTHORIZATION MATRIX.]
SUPERIOR COURT OF ALAMEDA COUNTY	NAME OF CONTRACTOR
Signature:						Signature:					
Name Printed:						Name Printed:					
Title: ___________					Title: __________				
Date: ___________________________________	Date: __________________________________
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