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INSTRUCTIONS FOR COMPLETING ENG FORM 4812-R

REPORT PERIOD. For each of the quarterly reports, indicate the report period.

FROM. Self explanatory

BLOCK 1. Lines 1 through 10.

Column b. For each of the reasons for late payments in Column a, enter the total number of interest
payments made.

Column c. For each of the reasons for late payments, enter the percentages of number of interest
payments in Column b to the total number of payments, Block 3a.

Column d. For each of the reasons for late payments, enter the total dollar value of interest
payments.

BLOCK 1. Line 11, Total.

Column b. Enter the total number of interest payments made, lines 1 through 10.

Column c. Enter the percentage of the total number of interest payments in Column b to the total
number of payments, Block 3a.

Column d. Enter the total dollar value of lines 1 through 10.

BLOCK 2a. Self explanatory.

BLOCK 2b. Enter the percentage of the number of payments made 3 or more days before the due
date, Block 2a, to the total number of payments, Block 3a.

BLOCK 2c. Enter the total dollar value of all payments made early, on those reported in Block 2a.

BLOCK 2d. Self explanatory.

BLOCK 2e. Enter the percentage of the number of payments made during the 1-7 day grace period,
Block 2d, to the total number of payments, Block 3a.

BLOCK 2f. Enter the total dollar value of all payments made during the 1-7 day grace period.

BLOCK 2g. Self explantory.

BLOCK 2h. Enter the percentage of the number of payments made during the 8-15 day grace period,
Block 2g, to the total number of payments, Block 3a.

BLOCK 2i. Enter the total dollar value of all payments made during the 8-15 day grace period.

BLOCK 3a. Enter the total number of all payments subject to the Prompt Payment Act remitted to
vendors for the period covered.

BLOCK 3b. Enter the total dollar value of all payments subject to the Prompt Payment Act remitted
to vendors for the period covered.

BLOCK 3c. Enter the total dollar value of all late payments made (including interest payments)
subject to the Prompt Payment Act.

BLOCK 4. This block is used to summarize actions taken during the report period to improve
payment systems and procedures and specific corrective actions taken.

BLOCKS 5a, 5b, and 6. Self explanatory.
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