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Completing the Signature, Performance and

Pages 
This job aid explains how contractors must complete the Signat

Performance & Payment Bond Pages included in both the bound

conformed copy (stapled packet). 

All documents must be returned within 15 days after the Comm

1. Documents Provided
Contractors will receive the following documents to the address 

pre-qualification: 

• Award letter, Business Ownership Form and Instruction Sh

• Conformed copy of the contract (stapled packet)

• Bound contract book (includes Signature, Performance, an

• Both the bound contract and conformed copy must be com

2. Requirements for Authorized Signers
• The individual signing for the contractor must be listed as

from the pre-qualification process.

• The signer’s printed name must match exactly as shown o

list.

• Using a different version of the name will result in delays 

requests from the Contracts team.

3. Completing the Signature Page
The Signature Page appears in both the bound contract book an

The contractor’s signer must: 

• Sign their name.

• Print their name.

• Write the date.

• Include their title.
 Payment Bond 

ure Page and the 

 contract book and the 

ission meeting. 

that was given during 

eet

d Payment Bond pages)

pleted and returned.

 an authorized signer

n the authorized signers

and email confirmation

d the conformed copy. 
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All information must match the authorized signer list. 
Image 1 – Signature Page section of the Contract. 

           

4. Completing the Performance and Payment Bond Pages 
Both the contractor and the surety company must complete these pages in both the 

bound contract and conformed (stapled packet) copy. 

Contractor Responsibilities 

• The authorized signer must: 

• Print their name. 

• Sign their name. 

• Write their title on the line provided. 

Image 2 - Signature section of the renewable Performance and Payment Bonds. 
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Surety Company Responsibilities 
Image 3 - Heading of the Performance or Payment Bond Header where the bond number is written in. 

1. Bond number(s) must be handwritten in the top right corner of each required

bond page.

2. Surety company’s name must be printed on the right-hand side at the bottom of

the page.

3. The Attorney-in-Fact must:

– Sign their name on the signature line.

– Print their name under the signature line.

– Write their title.

– Date the document next to “WITNESS our hand this,”

– This date must match the date on the Power of Attorney

Image 4 - Lower part of the bond page where the company and surety company fill out the information. 
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5. Power of Attorney Requirements 
The Attorney-in-Fact must provide a Power of Attorney (POA) that meets all the 

following: 

1. The POA must list the same surety company name shown on the bond pages. 

2. The Attorney-in-Fact’s name must appear on the POA. 

3. The POA date must match the date written on the bond pages. 

4. The raised seal must show the correct surety company name. 

5. The surety company must staple the POA and claims page to the back of: 

– The bound contract book 

– The conformed copy (stapled packet) 

This ensures all required information is available if a claim must be filed. 
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Image 5 - Example copy of a POA that must go with the bonds. 
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Image 6 - Example of a claim sheet that must go with all POA.  
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6. Final Checklist for Contractors
Before sending your contract package, confirm the following: 

Signature Page 

• Signature, printed name, date, and title completed.

• Name matches the authorized signer list exactly.

Bond Pages 

• Bond numbers handwritten in top right corner.

• Contractor signer printed name, signature, and title completed.

• Surety company’s name printed.

• Attorney-in-Fact signature, printed name, title, and matching date completed.

Power of Attorney 

• Surety company name matches bond pages.

• Attorney-in-Fact name appears on POA.

• POA date matches bond page date.

• Raised seal is correct.

• POA and claims page stapled to both contract copies.

If you have any further questions, please click the link for the Q&A or you can reach 

out to the contracts team at email address CST_Contracts@txdot.gov.  

mailto:CST_Contracts@txdot.gov
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