
 

 

Town of 

    Penfield 
    New York 

The Building Department hopes this information will 
provide you valuable insight as to some do’s and 
don’t when planning a construction project for your 
home. It is not all inclusive as to steps you should 
take when hiring a contractor. 

Building projects can be fun and exciting when all the 
“upfront” work has been carefully contemplated. We 
look forward to working with you and/or your contrac-
tor. 

Permit Placard and Inspection 
Slips 

Once the project has started there must be a Building 
Permit Placard posted at all times in clear vision. 
The placard provides you the opportunity to review 
what inspections are required. It also informs you that 
the contractor has purchased a permit for your pro-
ject. Upon completion of each inspection, the inspec-
tor will leave an inspection slip noting approved or 
rejected, citing the reason for rejection. The inspec-
tion slips are your record that the inspections listed 
on the placard have been completed and approved. 
Be sure your contractor posts your placard and 

supplies you with all of the inspection slips.  

Hiring a Contractor 
Information Sheet 

General Suggestions 
The Building Department staff offer the following 
items to be aware of, for and during your construction 
project. 

Before you begin 

• Determine exactly what work you want done. 

• Get job estimates (from more than one contractor), 

which include specific information about the mate-
rials and services to be provided for the job. 

• Get references. Check with the contractor’s prior 

customers, banks and suppliers. (more tips on 
checking references to follow) 

• Get all guarantees, progress & payment sched-

ules, specific time lines detailing start and comple-
tion dates, and any other verbal arrangements writ-
ten into the contract and signed by all parties. 

• Do not pay unreasonable advance sums. Instead, 

negotiate a contract payment schedule tied to the 
completion of specific stages of the job. 

• Take time to read your contract carefully. If you are 

feeling uneasy with the contractor sitting there 
while you are reading it, tell them you need time to 
review it and you will contact them within an 
agreed upon time. If they are looking forward to 
your business, this should not be an inconven-
ience. If any of their contract is printed too small for 
you to easily read, ask them to provide one that is 
of an appropriate size. (Do not just take their word 
for what has been written in small print.) More of-
ten than not the items in small print are the ones 
you should be reading and understanding. 

• Verify that the General Contractor and all Sub 

Contractors have Worker’s Compensation, NYS 
Disability and General Liability insurance to cover 
any accident or damage that might occur on site. 

• Verify whether their company employees will be 

doing the construction work or whether they intend 
to sub-contract some or all of the work. If they are 
subcontracting, lien wavers are extremely impor-
tant. (more tips on Mechanics Liens to follow) 

 

Final Inspection 

When any permit is issued, there must be at a mini-
mum, a final inspection. Upon approval of the final 
inspection, the Town of Penfield will issue either a 
Certificate of Occupancy (new homes) or a Certifi-
cate of Compliance (additions, decks, pools, remod-
eling, etc.). The Town has no way of knowing when a 
job has been completed unless someone calls. You, 
the homeowner, are in the “driver’s seat” as far as 
the financial payouts. Without receipt of one of these 
Certificates, you should not conclude your financial 
contract with the contractor.  It is the Town’s policy to 
mail to the homeowner an original, stamped Certifi-
cate, however the contractor may obtain a copy at 
the Town Hall on the day following approval of the 
final inspection. 
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Avoid Hiring any Contractor who 

• Asks you to sign an “estimate” or “authorization” 

before you have decided to hire them. 

• Tells you that on this job, a contract “won’t be nec-

essary” 

• Appears to be willing to do the job at an unusually 

low price. 

• Requires full or substantial payment before work 

begins. 

• Asks you to pay cash to a salesman instead of a 

check or money order to a company. 

• Refuses to provide you with references, or the ref-

erences can’t be located. 

• Uses high pressure sales tactics. 

• Cannot provide you with a verifiable business ad-

dress. 

• Refuses to provide you with a written estimate or 

contract. 



 

 

Interviewing Contractors 

How do you determine the best contractor for your 
project? Be sure to ask these questions when inter-
viewing prospective contractors. 

• How long have you been in business? Look for a 

well-established company. Organizations like the 
Better Business Bureau and the Better Contractor 
Bureau can also provide valuable insight into their 
members. 

• Do you carry worker’s compensation insurance? 

• Do you have General Liability Insurance? 

• Will you provide me with a written lien waiver? 

• Are you a member of any trade organizations 

(Better Business Bureau, Better Contractor’s Bu-
reau, National Association of Home Builders, etc) 

• Will you obtain all the required building permits? 

• Do you guarantee your work? 

• Who will be in charge of the job? 

• Have you or your company been a party to any 

construction-related litigation within the past five 
years? 

• Will you provide me with written references and 

contact information of previous customers? 

• What percentage of your business is repeat or re-

ferral business? 

• How many projects like mine have you completed 

in the last year? The last 5 years? 

• How will you protect my home? What about pro-

tecting my children and pets? 

• How is cleanup handled? 

• Can I visit a job in progress? 

Getting a Written Contract 
A contract spells out the who, what, where, when and 
cost of your project. The agreement should be clear, 
concise and complete. Before you sign a contract, 
make sure it contains: 

• The contractor’s name, address and phone num-

bers. 

• The payment schedule for the contractor, subcon-

tractors and suppliers. 

• The total price or how the price will be calculated. 

• An estimated start and completion date with spe-

cific timelines and provisions that address what will 
happen if the contractor fails to meet the contrac-
tual deadlines. 

• The contractor’s obligation to obtain all necessary 

permits. 

• How change orders will be handled. A change or-

der, common on most construction projects, is a 
written authorization to the contractor to make a 
change or addition to the work described in the 
original contract. It could affect the project’s cost 
and schedule. 

• A detailed list of all materials including color, 

model, size, brand name, and product. 

• Warranties covering materials and workmanship. 

The names and addresses of the parties honoring 
the warranties - contractor, distributor or manufac-
turer - must be identified. The length of the war-
ranty period and any limitations also should be 
spelled out. 

• What the contractor will and will not do. For exam-

ple, is site clean-up and trash hauling included in 
the price? Who is responsible for moving furniture 
and other items? 

• What about new fixtures, appliances, etc., will 

there be a dollar allowance? At what time should 
they be selected? 

• Oral promises should also be added to the written 

contract. 

• Identification of subcontractors and material suppli-

ers for your project. 

• Remember that you have three days to cancel af-

ter signing a home improvement contract, but all 
cancellations must be in writing. 

Checking References 

Talk with some of the contractor’s former customers. 
Here are some questions to ask. 

• Can I visit your home to see the completed job? 

• Were you satisfied with the project? Was it com-

pleted on time? On budget? 

• Did the contractor keep you informed about the 

status of the project, and any problems along the 
way? 

• Were there unexpected costs? If so, what were 

they? 

• Did workers show up on time? Did they clean up 

after finishing the job? 

• Did the contractor listen to you when you had a 

problem and seem concerned about resolving it? 

• Did the contractor willingly make any corrections? 

• Would you recommend the contractor? 

• Would you use the contractor again? 

What is a Mechanic’s Lien? 

A mechanic’s lien is a “hold” against your property 
that, if unpaid, allows a foreclosure action, forcing the 
sale of your home. It is recorded with the County 
Clerks office by the unpaid contractor, subcontractor 
or supplier. It means that any of these unpaid entities 
can claim a lien against the property until they are 
paid.        (cont. p3) 
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(cont. from p2) 
The prime contractor has a direct contractual agree-
ment with the homeowner. If the contractor isn’t paid, 
he can sue on the contract and record a mechanics 
lien. But subcontractors, workers and suppliers don’t 
have a contract with the homeowner. A problem oc-
curs when the homeowner pays the prime contractor 
for all or some of the work, but the prime contractor 
fails to pay the laborers, subcontractors and/or mate-
rial suppliers that were hired to do portions of the job. 
If they are not paid, often their only recourse is to file 
a mechanic’s lien on the home. 

What happens when a lien is filed against 
your property? 
A lien can result in a range of problems: 

• Foreclosure, if the homeowner doesn’t pay off the 

lien or cannot afford to do so. 

• Double payment for the same job - if the home-

owner pays the prime contractor - and then has to 
pay the subcontractor or supplier who wasn’t paid 
by the prime. 

• A cloud on the title of the property, which can af-

fect the homeowner’s ability to borrow against, refi-
nance, or sell the property. 

How can you protect yourself? 
You can protect yourself from unwarranted liens by 
carefully selecting your contractor and responsibly 
managing your construction project. 

Investigate your prime contractor before you sign a 
contract and do the following: 

• Get a list of all subcontractors and material suppli-

ers to be used by your prime contractor. 

• Check with suppliers and subcontractors about the 

payment history of the prime contractor. 

• Check the New York State Attorney General’s web 

site www.nyknowyourcontractor.com for a listing of 
contractors with judgments or substantiated com-
plaints against them (be sure to check for not only 
the company name but also the owners name who 
could have multiple company names). 
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This information is a guide to the most common 
questions.  It is not intended, nor shall it be con-

sidered, a complete set of requirements. 


