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Thank you for your interest in becoming a Contractor for the housing rehabilitation programs 

administered by Marion County Community Services. This Contractor Handbook outlines the 

quality standards as well as the material’s standards and workmanship required by program 

rules and this Department, except when more stringent standards are required by county, 

state, or national codes. 

 
All Contractors and Subcontractors approved to bid or provide quotes on work available 

through Marion County Community Services are expected to familiarize themselves with this 

manual. All work write ups shall refer to and incorporate these standards and all Contractors 

are expected to know and conform to the policies and guidelines contained herein. 

 
Contractors must apply during the open Request for Qualifications (RFQ) period through 

Marion County Procurement to be added to the “Approved Contractor List.” Approval is based 

on requisite licensing, clean record, sound references, and a good track record working with 

the program. All Contractors shall be provided with one copy of this Contractor Handbook and 

updates shall be made available as they occur. 

 
Any questions concerning this handbook or its contents should be referred to Marion County 

Community Services at (352) 671-8770. 

 
Thank you for your interest and participation in these housing programs. Your efforts and 

support directly benefit Marion County residents by providing safe and decent housing. 

 
Sincerely, 

 
 
 
 
Cheryl Amey, Director Marion County Community Services 
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Marion County Community Services 

Assistance Programs 

 
REHABILITATION & REPAIRS- Marion County provides a no interest, deferred payment 

loan for the rehabilitation and repairs of owner occupied site-built homes available to very 

low and low income households who qualify. The maximum loan amount is $40,000.00. A 

lien shall be placed on the home in the amount of the repairs. 

 
Mobile Home Repairs –Marion County provides an emergency repair grant of up to 

$10,000.00 to aid low income, owner occupied mobile Homeowners with emergency 

housing problems that pose a serious and immediate threat to the health, safety or welfare 

of the household. The program is only intended for full – time homesteaded residents of 

Marion County who meet the income eligibility requirements. 

 
There are two types of contracts a Contractor may be required to sign as part of performing work 
for Marion County Community Services: Home Rehabilitation Contract between the Homeowner 
and the Contractor and an Emergency Contract. There is no required contract to be signed for the 
mobile home repairs program if the cost estimate is below $5,000. 

 
A. Home Rehabilitation Contractor/Homeowner Agreement: 

 Marion County Community Services prepares bid packages, awards bids, 
inspects construction and makes payment on behalf of the Homeowner. 

 The Agreement for construction services is between the Contractor and the 
Homeowner and is executed during the closing. 

 Only the Homeowners may sign the contract for the Homeowners and only the 
License holder or the Financially Responsible Officer (FRO) can sign for the 
Contractor. 

 
B. Emergency Contract: This type of contract is awarded for completion of work on a project 

previously awarded to another Contractor, or an emergency repair to correct a life-threatening 
situation. In the event that a previously awarded contract is not completed by the original 
Contractor, the project completion shall be offered to the next successful bidder. When 
deemed an emergency to correct a life-threatening situation, a contract may be awarded 
without going through the formal bidding process. The following criteria shall be used in 
selecting the Contractor: 

 
 Ability to perform the work, 

 Availability to respond quickly, 

 Alphabetical rotation when more than one Contractor meets the above criteria, 

 Submission of a fixed price contract for work to be completed, and 

 Ability to complete the work within the specified time allowed. 
 

 
Contractors will be limited to a maximum of three open projects at any one time under each of the 

Marion County Community Services Housing Rehabilitation programs. Exceptions may be granted 

in the event there are an insufficient number of responses to a request for quote or bid, or if all 

approved Contractors are at capacity. 
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MARION COUNTY COMMUNITY SERVICES CONTRACTOR 
PERFORMANCE MANUAL 

 

I. REQUIREMENTS: 
 

The following must be submitted and approved before a Contractor may perform any work for 

Marion County Community Services: 
 

 A completed and signed application submitted in response to an RFQ issued by Marion 

County Procurement. 

 A copy of your current Contractor’s License. Contractor must be registered with the Marion 

County Building Department in active status. 

 Three written references from customers, Subcontractors, or material supply houses. For 

Contractors who have worked for or are currently doing work for, agencies that utilize SHIP, 

CDBG or other state and federal funds you must provide a letter of reference from each of 

these agencies. 

 Proof of Contractor liability insurance. 

 Proof of workers compensation insurance or exemption. 

 Be free of any substantiated complaints or violations during the last RFQ cycle. 

 Maintain a consistent record of passed inspections with no lengthy construction delays. 

 Documentation of recent work in the field. Must have pulled permits and built or 

rehabilitated at least three homes within the last two years. Contractors who have recently 

received their license may still be considered for a probationary period after review and 

approval by Marion County Community Services. 

 Contractors shall submit with their application a list of all State and local governments that 

they have contracted work with in the past 3 years. Failure to provide this list shall delay 

your application being from being approved. 

 Falsifying any of the above shall result in immediate disqualification of your application and 

permanent disqualification from working with Marion County Community Services. 
 

Once a Contractor is approved, they shall be placed on the Approved Contractors List and shall be 
eligible to bid on/ or provide Quotes on construction, repair and rehabilitation projects. A bid 
package shall be sent to the Contractor for the next available project let out for bid. Marion County 
Community Services reserves the right to amend the Contractor Handbook when necessary. 

 

II. INSURANCE: The Contractor, as well as any Subcontractors hired by the Contractor, must 
provide a Certificate of Insurance for both liability and workers compensation insurance coverage, 
showing proof of coverage in accordance with state law and the Marion County Risk Management 
Department. Any changes in insurance coverage, including renewals, must be provided to Marion 
County Community Services and Marion County Procurement within five working days of the 
effective date of change. 

 

III. LICENSES: A copy of the Contractor’s current license must be on file with Marion County 

Community Services and the Marion County Building Safety Department. Any changes and 

renewals, as well as any violations or discipline against the Contractor must be reported in writing 

to Community Services within five working days of the date of occurrence. No Contractor or 

Subcontractor shall perform work outside the scope of their license. Contractors found to be 

working outside the scope of their license or using unlicensed Subcontractors, will be referred to 

the Marion County Construction Licensing Review Board for disciplinary action. 
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IV: HOLD HARMLESS: The Contractor shall defend, indemnify, and hold Marion County 
Community Services and the Homeowner for which the rehabilitation or repairs are being 
performed harmless from liability and claim for damages because of bodily injury, death, property 
damage, sickness, disease, theft, or loss and expense arising from the Contractor’s performance. 
The Contractor is acting in the capacity of an Independent Contractor with respect to the 
Homeowner. 

 
V. BIDS AND QUOTES: Marion County reserves the right to review and reject, at no penalty to the 

Contractor, any bid or quote that is substantially lower than the projected cost estimate and other 

bids and quotes received for a project. 
 

 Competitive bids shall be solicited through Marion County Procurement for projects with 

cost estimates that are expected to exceed Five Thousand Dollars ($5,000.00). 

 Direct quotes shall be solicited through Marion County Community Services for projects 

with cost estimates expected to be less than Five Thousand Dollars ($5,000.00), in 

accordance with Section 8 of the Marion County Procurement manual. 

 
VI. CONTRACTOR PROPOSAL: As part of the bid submission process, the Contractor shall 

ensure that the bid proposal is complete and accurate, including the correct name of the 

Contractor, scope of work, and total price of the bid proposal. The Contractor shall ensure that the 

proposal includes all necessary labor and material to complete each work item, consistent with bid 

specifications and industry standard. No penalty shall be incurred by any Contractor who chooses 

to withdraw from the bid process at any time prior to the official bid or quote closing date and time. 

Once the bid or Quote has been opened the Contractor shall be expected to honor his/her bid. 

Failure to honor a bid or Quote shall result in disciplinary action in accordance with Section XI of 

this Handbook. 
 

A. SCOPE OF WORK: The Contractor shall review the scope of work and project 

conditions at the pre bid meeting. All discrepancies must be brought to the Contracting 

Officer’s attention during the question period. The Contractor is responsible for verifying 

all measurements and quantities of materials needed to complete the scope of work. No 

change orders will be issued for failing to properly estimate the scope of work or to 

correct conditions that existed at the pre bid meeting. The bid proposal should include 

costs associated with the removal and reinstallation of any items necessary to perform 

the work items contained in the scope of work. No change orders will be issued for 

removal and reinstallation costs. All pre-bids are mandatory by the prime Contractor. 
 

B. MATERIAL QUALITY: The Contractor must furnish all materials necessary to complete 

the scope of work. The Contractor shall ensure that the Products Sheets submitted with 

the bid proposal includes a detailed specification of all materials needed to complete the 

scope of work. After this list has been submitted with the bid, it may not be revised. 

Failure to submit a Products Sheet as part of the bid package shall result in the bid 

submission being deemed non-responsive. 
 

All materials must be new and shall be subject to inspection. The Contractor must 

ensure the materials listed in the scope of work and bid proposal are readily available 

and is responsible for notifying the Contracting Officer if there is a concern with product 

availability. No change orders will be issued for failing to account for discontinued or 

insufficient materials quantities that existed at the time of bid submission. 
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C. LABOR QUALITY: All labor furnished by the Contractor or Subcontractors must be 

executed by skilled, trained professionals. The Contractor must provide a list of all 

Subcontractors and material suppliers that shall be used for the project as part of the  

bid package. Any changes must be provided in writing for approval. Tradesmen, when 

required by county or state law, shall be licensed. All work performed by the Contractor 

and Subcontractors will be inspected by Marion County Community Services and is 

expected to conform to the scope of work and bid specifications, building codes, and 

professional work ethics. The Contractor is responsible for ensuring that no person  

hired to work on any project funded by Marion County Community Services, including 

Subcontractors and piece work, are employees of the Marion County Board of County 

Commissioners. Projects funded in whole or in part with federal funds are subject to 

Federal Labor Standards. Any bid submitted without the proper forms will be considered 

non-compliant and shall be rejected. 
 

D. PERMITS & IMPACT FEES: All necessary permits, impact fees, notice of 

commencement, etc., required shall by secured at the Contractor’s expense. No work 

shall commence without the permits required to complete the scope of work. Failure to 

secure the proper permits will result in disciplinary action in accordance with Section XI 

of this handbook. No Subcontractors will be allowed to pull their own permits without the 

prior approval of Marion County Community Services. 
 

E. CODES: The Contractor shall comply with all building and code regulations and 

ordinances required by the Marion County Building Safety Department. The Contractor 

shall not be held responsible for pre-existing violations of code or building laws, except 

where corrections of such violations are required within the scope of the contract. It is 

the Contractor’s responsibility to stay informed of all changes to the building code and 

county ordinances. 
 

F. UTILITIES: When existing utilities are available, the Homeowner shall provide use of 

water and electricity at no cost to the Contractor and Subcontractors, unless otherwise 

noted. It is the Contractors responsibility to locate and mark all utilities prior to the start 

of construction 
 

G. STORAGE: The Contractor and Subcontractors are responsible for the security of their 

equipment, tools and materials at the construction site. The Contractor shall not hold 

Marion County or the Homeowner liable for any losses or damages sustained during the 

construction project. Equipment not being used to fulfill the scope of work shall not be 

stored on the Homeowner’s property. 
 

H. PROPERTY DAMAGE: The Contractor shall be liable for all property damage caused 

by their employees, equipment, tools, Subcontractors, material suppliers, or any other 

affiliates secured by the Contractor. The Contractor shall make every effort to avoid 

damages to the Homeowner’s property at all times. Any damage sustained to the 

Homeowner’s property or its contents must be reported immediately to the Homeowner 

and Marion County Community Services. 
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I. WARRANTIES: The Contractor agrees to warranty all labor and materials for a period 

of one year from the date of final inspection and acceptance. Any additional warranties 

shall be provided to the Homeowner at the completion of the contract, including 

warranties for appliances, HVAC, plumbing fixtures, electrical fixtures, roofing, garage 

doors and openers, windows and doors, hardware, paint, flooring, cabinets, etc. If a 

warranty issue arises, the Contractor is expected to respond within 24 hours for 

emergencies and 72 hours for non-emergencies. Failure to respond to and remedy 

warranty issues will be subject to disciplinary action as outlined in Section XI of this 

Handbook and the Contractor must reimburse Marion County Community Services for 

the cost of correcting the warrantied work. 
 

J. COORDINATION OF WORK: The Contractor is responsible for the coordination of all 

work described in the scope of work. All work should be scheduled in the proper order 

for the operation of all trades, material, and workers engaged in the contract. The 

Contractor shall ensure the Homeowner is left with at least one working bathroom at all 

times. No exterior work, such as re-roofing, shall be performed during adverse weather 

conditions that may cause damage to the Homeowner’s property. 
 

K. PROPERTY ACCESS: The Contractor will coordinate access to the property with the 

Homeowner. Any issues related to coordinating property access should be reported to 

Marion County Community Services. 
 

L. PERSONAL PROPERTY: Homeowners receiving assistance through Marion County 

Community Services will continue to occupy their residence during construction. 

Contractors should coordinate with the Homeowner the protection of any personal 

property belonging to the Homeowner that will be affected by the work being performed. 

Any issues in ensuring the protection of the Homeowner’s personal property should be 

communicated to Marion County Community Services. The Contractor shall hold 

harmless the Homeowner and Marion County Community Services for any damages 

created by the Contractor, or his/her affiliates during construction. At no time shall any 

of the Homeowner’s personal property or furniture be stored outdoors unless it is stored 

in an approved, lockable container. 
 

M. SAFETY: The Contractor agrees to keep the construction site a safe working 

environment at all times. All trash and debris shall be removed during the course of 

work, as well as tools and equipment when applicable, to ensure safety for workers and 

the Homeowner. Chemicals and flammables, such as paints and solvents, shall be 

removed daily, or locked in a secure location, to prevent accidents. 
 

N. TIME FRAME: For site built home rehabilitation, the Contractor is required to complete 

all work within the timeframe specified the contract agreement. Extensions may be 

granted to the Contractor for circumstances beyond their control such as weather 

delays, natural or national emergencies, personal hardships, etc. The expected time 

frame for completion of all mobile home repairs projects is 30 days from issuance of the 

notice to proceed. If the work is not completed on time, the Contractor will face 

disciplinary action in accordance with section XI of this Handbook. 
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O. CLEAN-UP: The Contractor agrees to keep the construction site cleared of trash and 

construction debris. A dumpster or other approved receptacle shall be provided at the 

Contractor’s expense. The site must be cleaned before departing at the end of each 

work day. 
 

P. COMPLETED WORK: As the Contractor completes areas during rehabilitation, the 

Homeowner may access that area for their personal use. If any damage occurs to a 

completed area by the Homeowner, the Homeowner shall be liable for such damages. 
 

Q. CHANGE ORDERS: No changes to the scope of work, materials, or labor may take 

place without the prior written approval of Marion County Community Services and the 

Homeowner. Marion County Community Services will issue a Stop Work order for any 

deviations from the scope of work, materials list, or approved Subcontractor list without 

an approved change order. The Contractor will then have 24 hours to remove the 

unapproved work. Failure to remove the unapproved work within the specified time 

frame will result in disciplinary action in accordance with section XI of this Handbook. 
 

R. INSPECTIONS: All work must be inspected by Marion County Community Services 

before payment will be issued. The Contractor shall schedule an inspection twenty-four 

hours in advance by calling Marion County Community Services at 671-8770 and must 

be present at the inspection. All inspections required by the Marion County Building 

Safety Department must be completed before requesting a final inspection from Marion 

County Community Services. No courtesy inspections shall be given. 
 

S. PUNCH LISTS: Punch lists shall be completed within 7 calendar days from the date of 

final inspection. The Punch list may not be all-inclusive and the absence of an item from 

the punch list does not resolve the Contractor of the responsibility to satisfactorily 

complete all work in accordance with the scope or work and any approved change 

orders. Final payment will not be issued until all punch list items have been completed 

and inspected by the Construction Coordinator. 
 

VII. DRAW SCHEDULE: 

 
 Site-built Home Rehabilitation Projects - shall consist of three draw payments 

against the total sum of the contract price. Payments shall be based on the amount 

of work completed as described in the scope of work. No Draw requests shall be 

processed unless the percentage of work completed is equal to or greater than: 

 
 First Draw: 35% 

 Second Draw: 35% 

 Final Draw: 30% 

 
 Mobile Home Repair projects - shall consist of one draw that will be paid upon 

100% completion of the scope of work. There shall be no partial payments made to 

the Contractor under this program. All punch list items must be completed, all 

required inspections by the Marion County Building Department and the Marion 

County Community Services Department must be completed, and Homeowner 

acceptance obtained before payment will be issued. 
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VIII. CONTRACTOR PAYMENT: Payments to the Contractor will be made by Marion County 

Community Services on behalf of the Homeowner in accordance with the Draw Schedule 

outlined in Section VI. The Contractor will request payment using the Contractor Payment 

Request Form, which must be signed by the Homeowner prior to being submitted. Lien  

waivers must be submitted by the Contractor on projects over $ 2,500.00 with originals  

signatures only, before a draw will be released. No faxed or photocopied lien waivers will be 

accepted. When requesting 100% payment for any particular work item, the work item must be 

100% complete, must have been inspected and accepted by the Marion County Building Safety 

Department, the punch list must be completed, and the work must be approved by the 

Homeowner and Marion County Community Services before payment will be made. Payment 

will not be issued for any work that fails to meet program standards until corrected. Before final 

payment on any project will be issued, the Contractor must supply a Final Release of Lien from 

all Subcontractors and material suppliers, all warranty information must have been provided to 

the Homeowner, the construction site must be clean and free of construction debris, all storage 

trailers and or dumpsters must be removed. 
 

IX. PAYMENT REDUCTION: The following issues will result in payment being withheld or  

reduced to an amount necessary to protect the Homeowner or Marion County Community 

Services from loss or to recover costs incurred to correct or complete the specified work due to: 
 
 

 Defective work that has not been satisfactorily corrected. 

 Notification that a third-party claim has been filed or there is reasonable evidence to 

believe there will be filing of such claims. 

 Failure to make payments to Subcontractors, laborers, or material 

suppliers. 

 Completed work is insufficient to constitute a draw. 
 
 

When the conditions have been corrected or resolved, payment will be released. 
 
 

X. DISPUTES: The Contractor shall work with Marion County Community Services and the 

Homeowner to resolve disputes related to work performed under Marion County Community 

Services programs. All unsettled claims or disputes are subject to the arbitration laws of the State 

of Florida. Notice of the demand for arbitration shall be filed in writing with the other party and shall 

be made within a reasonable time after a dispute has arisen. The award rendered by the Arbitrator 

shall be final and judgment may be entered in accordance with applicable law in any court having 

jurisdiction. The prevailing party may be entitled to recover all costs, including reasonable 

attorney’s fees. 
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XI. CONTRACTOR WARNING, SUSPENSION OR DEBARMENT: 
 

A. Contractor Warning: If a Contractor commits any of the following infractions, they shall 

be issued a written warning stating the infraction and time period allowed for resolution: 

 Failure to respond to a valid warranty claim within 5 calendar days 

 Failure to complete a project on time (1st offense) 

 Deviation from the work write-up without an approved change order (1st offense) 

 Use of materials not specified on the approved Products Sheet 

 Failure to produce work that meets local industry standards 

 Written notice of non-payment to Subcontractors 
 

If the infraction is not satisfactorily resolved within the specified timeframe or if three written 
warning are issued within a term, the Contractor will be suspended for the remainder of the 
time period for which the Contractor was approved and prohibited from applying to perform 
work on Marion County Community Services projects during the following open RFQ cycle. 

 
B. Contractor Suspension: If a Contractor commits any of the following infractions, they 

shall be suspended from the program as stated below: 
 

 Failure to maintain and provide proof of all required insurances will result in 

suspension until proof of insurance is provided to Marion County Community 

Services. 

 Suspended or revoked Contractor’s license shall result in suspension until the 

license is reinstated. 

 
If a Contractor commits any of the following infractions, they shall be suspended for the 

remainder of the time period for which they were approved and prohibited from applying 

to perform work on Marion County Community Services projects during the following 

open RFQ cycle: 
 

 Workers Compensation Violations 

 Failure to complete a project on time (2nd offense within a term) 

 Failure to properly permit a project 

 Failure to file a Notice of Commencement that accurately describes the scope of 

work for a project 

 Deviation from the scope of work without a proper change order (2nd offense) 

 Failure to honor a warranty claim 

 Failure to comply with a STOP WORK Order 
 

Any Contractor who receives a second suspension within a five-year period shall be 
debarred from the program. 
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C. Permanent Debarment of Contractor: If a Contractor commits any of the following 

infractions, they shall be permanently debarred from performing work on Marion County 

Community Services projects: 

 Default or failure to satisfactorily complete an assigned project 

 Willful misconduct by the Contractor, his employees, or Subcontractors while 
engaged in a work project will not be tolerated, such as theft, lewd or lascivious 
acts, foul language, public intoxication, use of illegal drugs, willful destruction of 
owner’s property, or abusive behavior towards the Homeowner or County staff. 

 Failure to adhere to building codes, construction industry standards, contract 
specifications, and material requirements 

 Evidence of kickbacks or price fixing by or between Contractors, its employees, 
officers, owners, agents, partners, representatives or any other affiliates 

 Brokering of work to another licensed or unlicensed Contractor. 

 Submitting false, incorrect, or altered lien releases 

 Deviation from the scope of work without a proper change order (3rd. offense) 
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Appendix Forms 



 

 

Marion County 
Board of County Commissioners 
—————————————————————————— 
Community Services 
 
2631 SE Third St. 
Ocala, FL 34471 
Phone: 352-671-8770 
Fax: 352-671-8769 

 

 

Proposal 
 

Owner: ______________________________________________________________ 
 
Project Address: ________________________________________________________ 
 
I, the undersigned contractor, having inspected the above referenced property, and have familiarized 
myself with the requirements set forth in the scope of work required, the rehabilitation standards, and 
the understanding the extent and character of the work to be performed to furnish all labor, 
equipment, and material to accomplish all the work as described in the work write-up with the 
following exceptions:   [if none state none] 
 
___________________________________________________________________ 
For the sum of (words) _____________________________ Dollars. ($_____________) which 
represents the work to be completed on the attached work write-up to form this proposal; the Line 
Item prices listed on the attached work write-up are for reference only and do not reflect the total 
bide price below, which will take precedence in the event of discrepancy.  If my bid is accepted, I will 
commence work within seven (7) days after the Notice to Proceed is received and will complete the 
work within ____ calendar days after the notice to proceed. 
 
                   Base Bid                                       $ ______________________________ 
                     
                   Alternates: Add Subtract              $ ______________________________ 
 
                   Total Bid Amount                       $ ______________________________ 
 
                   Unit Pricing 
                   Price per sheet of plywood      $ ________________ 
 
                   Price per lineal foot of fascia   $ ________________ 
 
 
_________________________________           ________________________________ 
Name of Contractor                                               Address 
 
_________________________________           ________________________________ 
Authorized Signature                                             City, State, Zip 
 
_________________________________           ________________________________ 
Title                                                                        Telephone 



 

Products Sheet 
 
 
 
 

Project Name:    
 

Item Model # Manufacturer 

Plumbing:   

Kitchen Sink Faucet   

Kitchen Sink   

Lavatory Faucet   

Shower valve   

Tub Valve   

Water Heater   

Bath Tub   

   

   

   

   

Roofing:   

Shingle   

   

   

   

Cabinets:   

Kitchen Cabinets   

Kitchen countertops   

Bathroom vanity cabinets   

Vanity tops   

   

   

   

Paint:   

Interior   

Exterior   

Primer   

   

   

HVAC:   

   

   



 

 

   

Carpet/ Vinyl:   

   

   

   

   

   

Windows:   

   

   

   

   

Doors: Interior/ exterior   

   

   

   

   

   

Misc:   

   

   

   

   

   

   

   

   

   

   
 

 
We Certify: 

 

The above lists represent a true and accurate list of materials that are to be used in the above listed 
project. There will be no substitutions allowed once this list has been submitted with the bid. Failure to 
include materials on this list will result in your bid being rejected as non‐responsive 

 

Firm Name:    
 

Date:    Signed By:    
 

Notice: Failure to submit this form, properly completed and signed as required in these contract documents, shall 
be grounds for the owner’s refusal to enter into written contract with the bidder. 



 

Subcontractor List 
 

Project Name:    
 

Trade Subcontractor License Number 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
 

We certify: 
 

1) This lists includes all the subcontractor’s that will be used to complete the above project. 
 

2) All the above listed subcontractors are properly licensed as required by law. 
 

 
 
 

Firm:    
 

Date:    Signed By:    
 

Notice: Failure to submit this form, properly completed and signed, as required in these contract 

documents, shall be grounds for the owner’s refusal to enter into a written contract with the bidder. 

Attach a second page if necessary. 



 

 

MARION COUNTY COMMUNITY SERVICES AUTHORIZATION FOR 
ADDITIONAL WORK 

 

 

Authorization #   
 

HOMEOWNER:     
 

FILE #: _ Today’s Date    
 

CONTRACTOR:    
 

JOB ADDRESS:   
 

The Contract for Rehabilitation Work entered into on , by and between 
the above Owner and Contractor and approved by the local Government Agency, is 
hereby amended to include the following changes, additions and/or deletions to the 
work: 

 

ITEM DESCRIPTION OF WORK TO BE CHANGED AMOUNT 

1. 
  

2. 
  

3. 
  

4. 
  

   

 
TOTAL CHANGE ORDER AMOUNT 

 

 

This Change Order hereby becomes an integral part of the Contract. The Previous 
Contract amount was $   and is hereby amended by 
$ for a new Contract Amount of $ . 

 

The deadline is not extended; is extended to . 
 

 
 

Contractor Signature & Homeowner Signature & Approval/Date 
Approval/Date 

 

 
 

Construction Coordinator Local Government Official 
 

 

change order form 



 

 

Marion County 
Board of County Commissioners 
—————————————————————————— 
Community Services 
 
2631 SE Third St. 
Ocala, FL 34471 
Phone: 352-671-8770 
Fax: 352-671-8769 

 

FINAL INSPECTION PUNCH LIST 
 

OWNER(S): __________________________________________________ 
 
ADDRESS: __________________________________________________ 
  
  __________________________________________________ 
 
 

Upon final inspection of property on this _____ day of ______________________, 20______, 
I/We do hereby require the following items to be completed and or corrected within _______ 
days of the inspection: 
 
  1. _____________________________________________________________________________ 
 
  2. _____________________________________________________________________________ 
   
  3. _____________________________________________________________________________ 
 
  4. _____________________________________________________________________________ 
 
  5. _____________________________________________________________________________ 
 
  6. _____________________________________________________________________________ 
 
  7. _____________________________________________________________________________ 
 

This list may not be inclusive, and failure to include an item in it does not alter the 
responsibility of the contractor to complete all the work in accordance with the contract 
documents.  
 
As of this ____ day of ______________________, 20___, all items have been completed and or 
corrected to the satisfaction of the Homeowner. 
 
OWNER_________________________________________________ DATE _____________ 
 
Rehab Inspector _________________________________________ DATE _____________ 
 
CONTRACTOR __________________________________________  DATE _____________ 
 



 

 

Marion County 
Board of County Commissioners 
—————————————————————————— 
Community Services 
 
2631 SE Third St. 
Ocala, FL 34471 
Phone: 352-671-8770 
Fax: 352-671-8769 

 
Partial Waiver and Release of Lien 

 
The undersigned lienor, in the consideration of the sum of $ ___________________, hereby waiver and 
releases its lien and right to claim a lien for labor, services, or materials furnished through ________ 
Date __________ to __________ customer name ________________________Who is the owner to the 
following property: 
 
 Property Tax I.D. Number: _________________________________ 
 
 Property Address: ________________________________________ 
 
This waiver and release does not cover any retention or labor, or services, or materials furnished after 
the date specified 
 
Date on ___________________ 20___ 
 
 
Lienor: __________________________________________________________________ 
 
By: _____________________________________________________________________ 
 
Title: ____________________________________________________________________ 
 
AMOUNT RELEASED $ ________________ CHECK# ____________ CHECK DATE _____________ 
 
STATE OF FLORIDA 
COUNTY OF MARION     
 
Signed and acknowledged before me this ______ day of ________________________, 20____, by 

______________________________________, who is personally known to me _____ or has produced 

______________________________ as identification. 

 
____________________________________________  Notary Seal 
Notary Public 
 
___________________________________________ 
Printed Name 



 

Final Affidavit and Release of Lien 
 

 
 
State of Florida 
County of Marion 

 
BEFORE ME, the undersigned authority personally appeared <**name of contractor 
president**>, who, after being by me first duly sworn, deposes and says of his personal 
knowledge that: 

 
1. He is President of <**name of contractor**>, a Florida Corporation (hereinafter 
call the “Contractor”). 

 
2. Contractor, pursuant to the Contract dated <**enter date**> (hereinafter referred 
to as the “Contract”) with <**name of owner**> (hereinafter referred to as the “Owner”), 
has heretofore furnished or caused to be furnished labor, materials and services for the 
construction of certain improvements as more particularly set forth in the Contract. 

 
3. Contractor represents that all work to be performed under the aforesaid Contract 
has been fully completed and that all Lienor’s under the direct contract have been paid in 
full, except the following: 

 
Name of Lienor Amount Due   

 
None $0.00 

 

4. In consideration of final payment to the Contractor in the amount of $<**enter 
amount**> and all other previous payments paid by the Owner to the Contractor, the 
undersigned hereby for and in behalf of the Contractor, waives and releases its lien and 
right to claim a lien for labor, services, or materials furnished to the Owner. 

 
5. The Affiant represents that he has authority to execute a full and final release of 
lien for and on behalf of the Contractor. 

 
6. The Affiant makes this Affidavit and Release of Lien pursuant to Chapter 713, 
Florida Statutes, for the express purpose of inducing the Owner to make final disburse- 
ment and payment to the Contractor in the amount of $<**enter amount**> . 

 

Signed, sealed and delivered this day of , 20   
 
 

<**name of contractor’s president**> 
 

Sworn to (or affirmed) and subscribed before me this     day of , 20__ by 
<**name of contractor’s president**> who is personally known to me or who produced a 
valid Florida drivers license as identification 

 
 

Notary Public 
My Commission Expires: 



 

 

Marion County 
Board of County Commissioners 
—————————————————————————— 
Community Services 
 
2631 SE Third St. 
Ocala, FL 34471 
Phone: 352-671-8770 
Fax: 352-671-8769 

 
CONTRACTOR PAYMENT REQUEST 

 
Property Owner: _______________________________________ 
 
Property Address: ______________________________________ 
 
Contract Amount: $ ______________ Amount Due $ ____________ Payment Progress: ___________ 
 
Property Owner: 
I/We hereby agree that the work stated by the Contractor has been completed and approve payment to 
the Contractor in accordance with the Agreement and contingent upon inspection and concurrence by the 
Construction Advisor.  It is understood that the actual amount disbursed will be based on the findings of 
that inspection: 
 
__________________________________________          ________________________ 
Owner’s Signature                                                                 Date 
 
__________________________________________          ________________________ 
Owner’s Signature                                                                 Date 
___________________________________________________________________________________ 
 
 
 
Housing Program Administrator: 
I hereby certify that all work is completed as indicated on the Contractor’s payment request and hereby 
approve the payment to the Contractor in the amount of $ _______________________. 
 
__________________________________________          _______________________ 
CDBG Manager                                                                     Date 
 
__________________________________________          _______________________ 
Construction Coordinator                                                       Date 
 




