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Assembly of the Payment Package
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Submit the full package in a single PDF.  Review to ensure pages are in 

order, upright, and legible.

Memo

Checklist

TINS Record

Invoice 

List every document contained in correct order

Should be completed by the District

ROW-U-BillChkDist, or Checklist and Memo Tool

Required at billing to confirm all payment information

Must have District Date Stamp

Estimate Copy of approved Estimate from SUA or Supplemental

Cost Documentation ROW-U-27

Buy America JUA

Invoices Certified Timesheets/Ledgers

Other Documents Bid Tabs

Continuing Contract and/or Engineering Rate Sheet

PermitQuit Claim

Update 

TxC
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Prompt Payment Law
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In 2001, the Texas Legislature enacted the “Prompt Payment Law” now codified in Government Code 

§2251. The law prescribes that a payment by a State governmental agency under a contract executed on 

or after September 1, 1987, is overdue on the 31st day after the later of:

• The date the governmental entity receives the goods under the contract;

• The date the performance of the service under the contract is completed; or 

• The date the governmental entity receives an invoice for the goods or service.

• A payment begins to accrue interest on the date the payment becomes overdue. 

A “date received" is the date on which the invoice is received at the District and does not need 

modification, correction, or additional documentation. This must be established for utility adjustment 

payment requests and initiates the provisions of the Prompt Payment Act. 

TxDOT has 30 days to reimburse a Utility, the UC should review each submission carefully, and verify 

that supporting documentation is provided and all conditions are met. The clock starts on the date the 

invoice is received by TXDOT, following the reception of all required documentation.

Sec. 2251.042 allows a payment to be rejected no later than the 21st day after the receipt date.
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Prompt Payment Law – Time-table of Payment Processing
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WARNING!!!! 

Payment must be accepted or returned within 21 days

DAY 1 -7    District completes Payment Package and emails, in single 

PDF, to ROW_Utilityrequests, recommending payment.

DAY 7 -14  ROW Division, UPS Section reviews package and makes 

request to District for any missing documentation.

DAY 14 - 21  ROW Division, UPS Section, must forward approved 

package to FIN for processing, or return.
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Right of Way Division- ROW Compliance Memo
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Right of Way Division – ROW Compliance Memo
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DISTRICT ENGINEER

Project Information

Agreement has been 

received for record

Deficiencies are listed:

Some require information, others 

require a Supplemental

Your Goal is to have 

“0” Deficiencies.

General Notes are also included.  This is 

where you will see the need for a Continuing 

Contract Rate Sheet, Buy America, Quit 

Claim, Permit, etc., if applicable.
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District Payment Memo
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District 

Payment 

Memo
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ROW-U-BillChkDist
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▪ ROW-U-BillChkDist

▪ Completed by District Utility 

Coordinator or TxDOT Consultant

▪ SUA specific

▪ Partial Payment Specific 

(If applicable)

▪ Provides a checklist of items to verify 

and documentation to provide within 

the payment package.
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ROW-U-BillChkDist

ROW-U-BillChkDist
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ROW-U-BillChkDist

Just the highlights!

This is the amount of the 

payment, not the amount 

invoiced.

LPA is Local Participating 

Agency.  Look for LOCAL in 

TxDOTCONNECT Funding 

page / ROW / Look for PID 
code 500.

ROW-U-BillChkDist
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ROW-U-BillChkDist

ROW-U-BillChkDist

Just the highlights!

Please update 

TxDOTCONNECT with current 

status and information.

BUY AMERICA DOCUMENTS

Engineering Rate Sheet –

Approved by District and 

Supplied.

Bid Tabs are needed

Continuing Contract Rate 

Sheet neededJUAQuitclaimROW-U-27



Texas Department of Transportation, ROW Division 16



Texas Department of Transportation, ROW Division 17

ROW-U-27

Partial 

Payments

ROW-U-27
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ROW-U-27

▪ ROW-U-27

▪ Executed by Utility 

▪ Project Specific

▪ Partial Payment Specific

▪ Outlines and documents progression 

of costs through Partial Payments.

ROW-U-27  - For Partial Payments
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Billing / Invoicing

# of the Partial Payment

Project Information

Current Estimate and Amount

Period of these charges

Description of Items from 

Estimate

Item or Subtotal from 

Estimate

Cumulative Costs through 

all Partial Payments

Percent of estimate invoiced 

is auto-calculated.

Percent of actual work 

complete is an entry made by 

the District.  This is a 

perspective of the percentage 
of actual work completed for 

this line item.

ROW-U-27  - For Partial Payments
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Billing / Invoicing

ROW-U-27
The amount of the estimate and the 

Total of estimate amounts for the line 

items should match.  Here it does not, 

so the box is RED.

Actual Cost to Date is Auto-summed.

% of Estimate Invoiced is 

auto-calculated
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Billing / Invoicing

ROW-U-27

Now the amount matches.

Enter the Betterment Ratio

Enter Salvage Credit

Enter the Eligibility Ratio

Enter the Sum of Previous 

Payments

Amount of This Certificate, is 

auto-calculated.  It should 

match the payment request 

and the invoice.
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Invoice
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Invoice
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Cost Documentation Analysis – Invoice Requirements
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Utility Letterhead

Billing Date

District Date Stamp

Project Information

Date Range of Installation

Reimbursement Breakdown

Remittance Address

Invoice Number

Missing – “FINAL”
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TINS

Remittance Address

The TINS record, also called CPA 

screenshot, provides the Tax Identification 

Number (TIN), Mail code (MC), Securing 

Source, and Remittance Address of the 

Utility.

This must match the organization 

information in TxC.

This must match the remittance address 

on the invoice. 

Every District utility department should 

have someone with access to the CPA 

system and be able to supply a TINS 

record.  The ROW project manager also 

has access.

Tax Identification Number

Mail Code

Securing Source

601 is the Securing Source for TxDOT.  

Blank is also acceptable. Any other 

code will require a different TINS record.
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Certified Ledgers
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Certified Ledger
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The Certified ledger is the primary method to document internal utility costs.

Certified Time sheets are also included to show units, rates, and dates of service.

• Company Letterhead

• Signed by an Authorized representative

• Shows the title of the signer

• Statement certifying the information 

By signing this report, I certify to the best of my 

knowledge that this document is true, complete, 

and accurate.  All costs are in accordance with the 

purposes delineated within the corresponding 

Standard Utility Agreement. 
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Certified Ledger
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Letterhead

Project Information

Units

Rates

Check the math!

Check the math!

Certification

Signed
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Cost 
Documentation
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Cost Documentation Analysis
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CONFIRM IT IS AN INVOICE

Confirm dates are within range

Preferably, project is noted

Confirm invoice is to the Utility

Add the amount to your cost 

documentation total.
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Cost Documentation Analysis
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This is not an invoice.   It is a bill of lading.

Again, it is good to include all documentation in the 

payment package, as it may be useful to the auditor, but 

this is not cost documentation.
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MTR’s

Buy America

Form 1818 Certifications
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BUY AMERICA – FORM 1818

Buy America compliance is documented 

using a Form 1818 and a Material Test 

Report or a Certification.

See Checklist and Memo Tool for a review 

process walk-through.

This documentation must be confirmed 

prior to installation. Include all the 

documentation in the billing package.

Check for  * on the SUA estimate.
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BUY AMERICA – MTR
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BUY AMERICA - CERTIFICATION

PROJECT DESCRIPTION

MUST SHOW MATERIAL 

DESCRIPTION

MUST SIGNED
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Bid Tabs Rate Sheets

Bid Tabulation  - Rate Sheets
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Bid Tabulation

Confirm the lowest qualified bidder was selected.
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Rate Sheet

Rate sheets are required for external 

engineering, and for construction 

completed under a continuing 

contract.

They should have been supplied in 

the Standard Utility Agreement, but 

often are not.

They must show units and rates.

They must match the SUA Estimate 

and the invoiced documentation.
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Continuing Contract Rate Sheet

The Continuing Contract rate sheet 

should have been provided in the 

Standard Utility Agreement,  but often is 

not.  

The Continuing Contract Rate Sheet 

establishes the units and rates of the 

Engineering or construction services to 

which the Utility is previously committed.

The rates charged in the payment 

package, and shown on the estimate, 

must match the rates in the continuing 

contract as supplied by the utility.

Task Unit CostUnit
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Quitclaim

Deeds

Quitclaim Deeds
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Quitclaim 
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Was the Utility 

compensated for 

existing easements?  

If so, a copy of the 

recorded Quitclaim 

Deed is required at the 

time of billing and a 

statement from ROW 

Division approving the 

amount for 

reimbursement.
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Quit Claim - Easement
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Quit Claim
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Quit Claim

This is the Certification in which

it has been Recorded in the 

County Courthouse showing

The recorded instrument number
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Utility 
Installation 
Request

(Permit)

Permit
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Permit

Was the Utility to adjust via permit?  

• If so, a copy is required at the 

time of billing

• Approval page only
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Keys to Success
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Keys to success
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• Provide the best product possible for review.

• Know the details of your project and your submission.

• Avoid forwarding the work of others without completing a 

thorough review yourself.

• Submit in a single PDF with the package documents in order.

• Avoid scanning.

• Can you read it?

• Can you read it right side up?
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Thank you!
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