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	CONTACT INFO:
[insert here]
	Office Locations: 
Wisconsin: Appleton, Brookfield, Green Bay, Hartland, Kenosha, Lake Geneva, Madison, Milwaukee, Pewaukee, Port Washington, Racine, Sheboygan, Sun Prairie, Wauwatosa, West Bend and Whitefish Bay.  
Michigan: Menominee.



Date: __________________

To:  __________________

Re: 	Draw instructions for:
	Owner:  		____________________________
	Property: 	____________________________
	File No.: 	____________________________ 
	Lender:  	____________________________

Dear Builder,

The lender has retained our company to disburse the loan proceeds in connection with a construction project (“Project”) for the above-referenced Owner on the above-referenced Property. In order to process each draw promptly, we ask that you follow these instructions.

Prior to the first draw, you must supply us with:
· A signed W9 form (available at www.irs.gov) for your company and all subcontractors and suppliers who will be paid directly by us.  
· Any items that may be required by the Lender (such as a foundation survey or a building permit).  Please contact the Lender for a list of Lender requirements. 
· A signed Sworn General Contractor’s Statement. 
· Driving directions to the Project from a well-known landmark, including instructions on how to enter the Project if locked and secured.  
 
Prior to first and subsequent draws, you must supply us with:
· An updated Sworn General Contractor’s Statement signed by you.
· A signed Draw Request Form. 
· A signed Owners Authorization of Draw. 
· Lien waivers from all contractors, subcontractors and material suppliers for whom payment is requested. 
· Invoices for all labor and materials being paid directly by us.

Prior to the final draw, you must supply us with:
· An updated Sworn General Contractor’s Statement signed by you.  
· A signed Draw Request Form. 
· A signed Owners Authorization of Draw. 
· A signed General Contractor's Affidavit of Completion and Release. 
· Full and unconditional lien waivers from all contractors, subcontractors and material suppliers from whom you have not previously provided a full and unconditional waiver.
· Any additional items required by the Lender (such as an occupancy permit). Please contact the Lender for a list of Lender requirements. 

Please note that all of our construction forms are available on our website at http://www.knightbarry.com. 

These instructions are provided in order to minimize undue delays that can arise in completing your draw.  We ask that you submit draws at least five business days prior to the day you wish to receive funds.

Very truly yours,
Knight Barry Title Group
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