
 Lang & Baker, PLC 

Private Project Lien Worksheet 

Job ____________________________________________________________________________________  

Contractor _______________________________  Owner _______________________________________  

Surety ___________________________________  Construction Lender ___________________________  

Deadlines File Lien and Serve Stop Notice _____________________________  

 Stop Notice Action ________________________________________  

 Lien Foreclosure Action ____________________________________  

 
 

Preliminary 20-Day Notice Deadline Done 

1. Contract date   
2. Send written request to owner for information needed to serve Preliminary 20-

Day Notice (Form A) 
 

2a. Date when we first furnished labor and/or materials to the project  
3. Serve Preliminary 20-Day Notice (Form B) within 20 days of date on line 2a   
4. Prepare Affidavit of Service (Form C) within 30 days of line 3   
5. If labor and material we provide exceed, by 20% or more, the amount in the 

Preliminary 20-Day Notice, serve a supplemental notice within 20 days 
  

6. Date when we last provided labor or materials to the project   
7. If we do not receive full payment on time, notify the general contractor, owner, 

payment bond surety and construction lender in writing 
  

Calculate the date of project completion – the earliest of the following dates:   

8. Thirty days after a “final completion and written final acceptance by the 
governmental body that issued the building permit” – usually a final certificate 
of occupancy 

  

60th consecutive day of no work — unless due to material shortage, strike, or 
act of God 

  

Date when Notice of Completion is recorded   

Record the lien and/or serve the Stop Notice within the time allowed:   

9. If Notice of Completion is recorded, within 60 days of recording date; if Notice 
of Completion is not recorded, within 120 days after completion 

  

After the Notice and Claim of Lien is recorded, a copy must be served on the 
owner using one of the statutory methods, preferably on the lien date 

  

Sue to foreclose the lien and/or enforce the stop notice   
10. File action on Stop Notice within 3 months after deadline for recording liens   
11. File a lien foreclosure action within 6 months of lien recording date   
12. When full payment received, record/serve Satisfaction and Release of Lien   

Form D 
Post-Completion Notice to Surety on Private Payment Bond 

 

To (contractor who provided payment bond): ______________________________  

And To (owner): ____________________________________________________  

And To (payment bond surety): ________________________________________  

And To (lender): ____________________________________________________  

YOU ARE HEREBY NOTIFIED that the undersigned Claimant furnished labor, 
materials, equipment, or services consisting of (description of general nature of claimant’s 
labor, services or materials supplied): 

 

To (jobsite address): 

 

which were used in that certain work or improvement consisting of (description of 
construction project): 

 

pursuant to Claimant’s contract with (party with whom you contracted): 

 

Claimant completed its contract on (date) ____-____-____. The amount claimed, after 
deducting all just credits and offsets, is $______________. 

 

DATED: _______________________  

Company ___________________________________________________________  

By:  ____________________________________  

Signature ________________________________  

Title ____________________________________   
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