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Haight Associates is providing oversight of your project and will be processing draw requests. The bank has allotted up to 4 draw reviews for this project. If additional reviews are required the borrower will be assessed an additional fee per visit. 
Our reviewers typically visit your project within 2 business days of receipt of a complete draw request. To arrange for a draw request, simply send an email to shaight@haightassociates.com  Your email must include a budget file, GC lien affidavit and Owners affidavit. We use these forms to prepare for our site visit. 
Please be sure that the form (Posting) Notice of Anticipated Construction Requisition has been posted on the job site in a visible location. If it has not been posted at the time of our visit, we are required to revisit the site when it has been posted, and you will be charged an extra visit. 

We realize that some forms take several days to have notarized. We can make a site visit without the form notarized, but we cannot recommend payment without notarized forms. Please note that the Bank will not fund work that has not been completed. So we ask that you do not request full payment for any budget item that isn’t complete at the time that we arrive. You can request that we do not arrive before a particular date, and time.
Several files are attached to this email. One of these files is your construction budget, the others are all forms for your use. Below are basic instructions on how to fill them out. Additional instructions are included with each form.
The Construction Budget. At the start of a project, both the Owner(s) and GC should check this file carefully to make sure the total is correct. Please let us know if not. Also let us know if you (owner) paid any deposits to the GC prior to work starting. We will work with the GC to determine where the deposit was spent, meaning what items in the budget will be funded by the deposit. The GC must send us an updated budget file with every draw request, so we know the total being requested and where the funds have been spent. 
Provider of Construction Funds, (with the name of your bank on it) The GC or Owner will complete this form once, at the start of construction, and post it on site for the duration of the project. This form does not need to be sent to us for any draw requests. 
(Posting) Notice of Anticipated Construction Requisition  (New Hampshire only)  The GC will complete this form for every draw, and post it on site 48 hours before our arrival for the inspection. This form is not needed if the project is in Maine or Massachuettes. Our reviewers are required to take a photograph of it and take the form. Note. If this form is not posted and visible at the time of our visit, you will be charged an additional visit for us to return to the site. 
Owner’s Affidavit. The GC will complete a portion of this file, and the owner must also sign it in two places. The bottom signature is made in the presence of a notary or a JP. 
General Contractor Receipt and Waiver of Lien. The GC will complete this form for every draw request. The form must be notarized. On some projects, when the owner is acting as the GC, the owner will also need to complete this form. 
Subcontractor Receipt and Waiver of Lien. The GC and / or the Subcontractor will complete this form and have his subcontractors sign throughout the project. Please read the other instructions printed on page two of the attached form.
Please note that we have several notaries on staff. With advance notice we can notarize documents in our office, or we can meet you on site at the time of our inspection.
The grid below summarizes much of the above…

	Form Name
	When is it needed?
	Does it need to be notarized?
	Where to I send it?

	Construction Budget
	Every draw
	No
	shaight@haightassociates.com

	Provider of Construction Funds
	Once. Stays up until completion
	No
	Post it up on site until done.

	(Posting) Notice of Anticipated Construction Requisition
	Every draw in New Hampshire, never for projects in MA or ME
	No
	Post it up on site every draw

	Owners Affidavit
	Every draw
	Yes
	shaight@haightassociates.com

	General Contractors Receipt and Waiver of Lien
	Every draw.
	Yes
	shaight@haightassociates.com

	Subcontractor Receipt and Waiver of Lien
	For all work. See form for other instructions.
	Yes, See form for additional instructions.
	shaight@haightassociates.com


Please also note that our review does not determine compliance with any building codes or governmental requirements. It is the Owner’s and his professional consultant(s) responsibility to ensure compliance of all building codes and governmental requirements including obtaining Town, State, and Federal approvals and inspections necessary for the completion and occupancy of the building. Haight & Associates, LLC is acting solely on behalf of the Bank, and the Bank is the only party entitled to rely on our services.  
Haight Associates, LLC

Sincerely,
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Stephen Haight

Contact us @ haightassociates.com

Office phone 603.750.4266, Fax 603.749.7348

181 Watson Road, P.O. Box 1166 Dover, NH 03820
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