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Prompt Pay 

 

 
 

1. The Prime Contractor is 
responsible for submitting 
Form 2177, “Prompt Pay 
Certification,” to certify they 
have paid all subcontractors, 
including suppliers, within 
10 days after receiving payment 
from the Department for work 
completed monthly. 

Review instructions provided on 
Form 2177 for contractor 
requirements.     

Review Item 9.9 of the 2014 
and 2024 Spec Books, the 
contract, and CCAM Chapter 11 
for additional information. 

 

Use the following steps to review 
the form. 

2. Verify that the Project Number 
and CCSJ are correct. 

 

 
 

3. Verify that the Estimate Period 
(Month & Year) or Final 
Subcontractor and Supplier 
Payment Date is entered. 

Per the instructions in the form, 
submitted forms are 2 months 
behind when work is done 
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4. Verify that the form is signed, 
signers title, date, and signers 
printed name is completed. 

 

5. If the Prime withholds 
payment from any 
subcontractor or supplier, they 
are to be identified within this 
section along with the reason 
for nonpayment. The TxDOT 
DMS portal provides 
information regarding prompt 
payment for DBE 
subcontractors; however, 
Form 2177 should identify any 
subcontractor or supplier that 
has not been paid.   

Refer to CCAM Chapter 11, 
Section 3 Prompt Payment for 
additional information on valid 
reasons for nonpayment.  
Document the file with any 
correspondence regarding the 
submitted form. 
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6. Once verified, save Form 2177 
into ProjectWise using the 
following path. 

– CSJ,  

– 6-Construction  

– 2-Field Records  

– 2-Contract Administration  

– 2.4 Prompt Pay 

 

7. Rename the file in ProjectWise 
per District/office practice. 

Suggested naming convention: 
xxxCSJxxx YYYYMM PP 

 

Use the following steps to record 
Form 2177 in the SiteManager 
Checklist Events entries. 

8. From the Site Manager home 
screen, click on Contract 
Administration. 



Construction Recordkeeper Job Aid 
 
 
 

      
Prompt Pay 03/2025 | 4 

 

 

9. Click on Contract Records. 

 

10. Click on Checklist Event Dates. 

 

 

 
 

11. Click on PROMPT PYMT CERT-
FORM 2177. 

12. Click the new icon to add the 
new information. 
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13. Enter the date you actually 
received Form 2177 and the 
estimate cycle it was for. 

14. Click Save to record the entry. 

 

 

Form 2177 is to be submitted 
monthly by the Prime Contractor.   

The final submitted Form 2177 
should include the Final 
Subcontractor and Supplier 
Payment Date by the Prime 
Contractor. 

  

If Form 2177 is not received or the information is determined to not be accurate, discuss 
with Area Engineer to escalate (if applicable) and document the project file.  

If the Prime Contractor identifies a DBE subcontractor or supplier as not being paid, reach 
out to your District DDC and the Civil Rights Division for assistance. 
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