
July 21, 2025

Construction Division 
2025 Annual Recordkeeper Meeting
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Connecting you with Texas

Construction Recordkeeper Meeting

Participant microphones are muted for the 
meeting.

Participant cameras are turned off for the 
meeting.

Use the chat function to ask questions to 
presenters.   Please refrain from answering 
questions asked to presenters.   
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Time Presentation Speaker

8:00 AM Welcome/Opening Remarks FY2025 Year in Review: Duane Milligan

8:15 AM Construction Division Highlights Jason Duncan

8:30 AM FIN Accounts Payable Section
Details needed for Refund requests with Heather Delahoussaye, Running estimates 

for August, Brandi Mutscher, Sending emails for $5M Patricia Abelardo

8:40 AM FHWA/Buy America Updates Eduardo Acosta

9:10 AM CMCL Contract Letting Section
Insurance Requirements, Scott Myricks, Railroad Requirements, Sahar Safabakhsh, 

DHS E-Verification with Nicole Turner

10:10 AM BREAK

10:25 AM ProjectWise Resources ITD/CST video

10:40 AM Civil Rights Division
Small Business Resources Online with Nora Perez,  Announcement of DBE 

Compliance Conf., Tonya Shaw, Joint Checks, Daniel Williams 

11:10 AM
Training and Development 

Updates

RKP Job Aids Training Matrix, Job Responsibilities Review SM Checklist Events, Key 

& Critical Dates with Jennifer Keller and Kasha Radlicki Varick 

11:40 AM Construction Support 
Project Records Audit Schedule & Checklist Updates, Construction Form Updates 

and 2025 CCAM, with Jackie Benavides and Cindi Watson

12:10 PM Q&A and adjourn
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Construction Division Highlights
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Cumulative Number of Construction & Maintenance Projects – FY 2025

As of 06/20/2025 Source: TxDOTConnect
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Cumulative Letting Dollar Volume for Construction & Maintenance Projects FY 2025 

As of 06/20/2025 Source: TxDOTConnect
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CST  Actual $1,867. $2,870. $3,611. $4,665. $5,620. $6,811. $8,007. $8,337. $8,717. $9,402.

CST Forecasted $9,402. $10,038 $10,473

MNT Actual $33.98 $80.00 $96.11 $117.38 $191.67 $208.28 $252.28 $270.29 $290.78 $349.16

MNT Forecasted $349.16 $433.02 $516.88
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Jason Duncan



July 21, 2025

SiteManager – Accounts Payable
Aaron Pennington
Brandi Mutscher 
Patricia Abelardo
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Overview

• According to State Statute Title 6 Sec 223.048 the department may not pay a contractor for highway improvement, construction, or maintenance 

before the 10th day of the month after the month in which the work is performed, or the material is used. The department shall make payment as 

soon after that date as is practical.

- Determining the Peak Period Deadlines

- Reviewing Estimate Period Dates

• Prompt Pay Law Texas Government Code Chapter 2251

Agencies are responsible for ensuring that each payment is treated correctly in USAS according to the prompt payment law. A state agency’s payment is 

due on the 30th day after the latest of:

- The date the agency receives the goods under the contract.

- The date the performance of the contracted service is completed.

- The date the agency receives an invoice for the goods or services.

- Comptroller Website for Prompt Pay: https://fmx.cpa.texas.gov/fm/pubs/purchase/prompt_pay/ 
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Estimate Approval Guidance

▪ Running Estimates for a one-month period: Guidance was emailed May 04, 2022 to the DOCs from the Construction Division.

– Progress estimate needs to be ran every month, regardless if it result in a payment

– Ensure that each Progress Estimate is ran for a one-month period only. 

▪ Rolling Back estimates for correction:

– FIN AP pulls estimates from SMR approximately every 2 hours during Peak. It is critical that estimates are correct at the time of approval. If you 
need to roll back an estimate shortly after it has been approved, please follow the steps on the link below:

• https://crossroads/content/dam/crossroads/divisions/construction/documents/construction-support/construction-tips/CST%20TIP-
Estimates.pdf
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Supplemental Estimate Guidance

• Guidance on Supplemental Progress Estimates

- The purpose of a Supplemental Progress Estimate is to pay a contractor for work that is not included in the standard monthly Progress Estimate. 

The latest SiteManager upgrade allows you to choose a period end date for a supplemental progress estimate that is the same as the last 

estimate

▪ The Estimate Period Begin Date and End Date will be for one day. 
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Supplemental Estimate Email Example
FIN requires the district to provide the date the estimate should have been approved based off policies and procedures to ensure the correct amount of interest is calculated based on 

Prompt Payment Law. 

▪ FIN adds the email from the district as supporting documentation for audit purposes as to why the dates were changed in PeopleSoft prior to making payment. 

Email FIN Accounts Payable to FIN_AP_SMGR-Payments@txdot.gov providing clarification on why the Supplemental Progress Estimate was ran. 

 Email Subject: Supplemental Estimate #XX CSJ XXX-XX-XXXX

 Provide responses to the questions below:

▪ Period end date (last date of service):

▪ Last date the estimate should have been approved by:

▪ If this amount should have been processed on a previous estimate, please provide the estimate number:

If the estimate is late and is not caused by a delay on TxDOT, then interest is not owed. The district will need to send FIN AP an email at the time of approval with an explanation 

for the delay with documentation of the dispute/delay on the contractor. FIN AP will add this explanation to the voucher in PeopleSoft for Audit purposes



16

Connecting you with Texas

End of Year
It is important to be mindful of the Period End Date selected for the August Estimate in SMR. 

• August estimates should be run through August 31st. 

- If an estimate cannot be run through August 31st then a second estimate will need to be ran for the remaining August Days.

- Example: If the estimates cutoff date is August 25th, then a supplemental progress estimate will need to be ran for August 26th 

through August 31st to ensure charges are applied to the correct AY. 

• If the estimate period crosses the fiscal year, the estimate status is set to rejected.
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Refunds
When a refund is requested, please cc: FIN_AP_SMGR-Payments@txdot.gov and FIN_ACCTREC@txdot.gov in the email to the vendor. 

Additionally, once the refund is requested, FIN AP will need the below supporting documents to complete the JV.

• Copy of the Email to vendor

• Copy of refund request letter

• Negative Estimate Package

• Details regarding what caused the overpayment and the original estimate number that issued the overpayment.

- Examples: LDs, or MOH adjustments. 

▪ Note if a refund has a combination of LDs and overpayment on MOH those amounts need to be broken down for FIN

- We need the “Original” estimate that overpaid the vendor, not the estimate that entered the negative adjustment. 

Note: it is important that FIN AP and FIN AR receive a timely notification of refunds to ensure that a JV can be prepared (FIN AP) and a 

receivable can be established (FIN AR). Establishing the receivable in PeopleSoft will start the timeline for escalation to the Attorney 

General, as needed. 
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Negative Estimates and Zero Estimates

• FIN doesn't need to be notified of $0 estimates - FIN has no action for these estimates

• FIN only needs to be notified of a negative estimate if a refund is being requested. Please provide the 

documentation listed on the previous slide. 

For guidance reference the “Negative Estimates” section of 

https://crossroads/content/dam/crossroads/divisions/construction/documents/construction-

support/construction-tips/CST%20TIP-Estimates.pdf 
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Estimate over $5 million

A progress Estimate over $5 million requires a notification to the FIN. Include the CSJ, Estimate #, dollar 

amount and contractor name to FIN_AP_SMGR-Payments@txdot.gov. 



July 21, 2025

Accounts Receivable – Negative Estimate Collections
Casey Rowe
Jessica Morris
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Negative Estimate Collections – AR Guidance

When payment is requested from a vendor to satisfy a Negative Estimate, FIN AR must be notified in order to create a 

receivable in PeopleSoft. 

• Whenever it is determined that funds are due to the Agency….a receivable must be established if those 

outstanding funds have not yet been received.

- See FIN Policy Manual: https://iapps/apps/OnlineManuals/txdotmanuals/fmp/accounts_receivable.htm

• Cause of Negative Estimate determines treatment by FIN AR.

- Overpayments (ex. MOH) are Refunds of Expenditures 

▪ FIN AP will prepare JV220 / Form 1234 with chartfields from original estimate that overpaid the vendor

- Under 23 CFR §635.127 Liquidated Damages must be deducted from the eligible construction costs before 

calculating the final Federal share (JV220 if last\final estimate)
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Negative Estimate Collections – AR Guidance

• Demand letters are generated by PeopleSoft, which also provides the tracking of those debts 

through aging reports.

- Demand Letters can be automatically mailed by FIN AR or provided to District Construction 

Office contacts for distribution

- If the obligation remains outstanding after the First Demand and Final Demand letters, the 

accounts receivable team will coordinate additional collection actions with OAG.

• Debt collection policy is set forth by Section 5.10, Title 43, Texas Administration Code and Section 

59.2, Title 1, Texas Administrative Code.

- Requires the agencies report uncollected and delinquent obligations to the Office of Attorney 

General for further collection efforts no later than the 90th day after an obligation becomes 

delinquent. 
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Negative Estimate Collections – AR Guidance

• Payments should be mailed to:

Texas Department of Transportation

ATTN: FIN - Accounts Receivable

125 E 11 St.

Austin, TX 78701

• For overnight remittance use the following:

Texas Department of Transportation

Attn: FIN - Accounts Receivable

6230 East Stassney Lane

Austin, Texas 78744
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Questions



July 21, 2025

FHWA Updates
Construction Division
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Takeaways:

• FHWA Audits

• Timesheet Charges

- Federal Funding Inactive project list

- Federal Payroll Billing

• Buy America 

- May 2025 Special Provision

- December 2025 Special Provision
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FHWA Audits

• Compliance Assessment Program Audit (CAP)

• Texas Division Involved Project Audit (TxDIP)

• Improper Payment Review

• Process Reviews/Spot checks

• System Assessment
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Timesheet Charges

• Federal Inactive project List

- No charges within a year.

- Project may lose Federal funding. 

- To prevent:

▪ Run estimates monthly.

▪ Time used to run estimate may be charged to project. 

• Charge time to correct project. 



RK Meeting - July 16 & 17, 2024

Buy America
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Where to find info?

• TxDOT.gov → Search “Buy America” 

Not for internal use
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Where to find info?

• Crossroads→ 

- CST→ 

- “Buy America” 

- on main page.

• See lunch and learn

- For training video
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BABA Timeline
Nov 2022 

Letting
Dec 2023 
Letting

May 2025 
Letting

Dec 2025 
Letting

Dec 2026 
Letting

Original BA
(Iron & Steel)

Item 6

Trans Code 223.045 (Iron & Steel)

BABA
Version 1

SP 6-030
SP 6-039 

OMB Memo
M22-11 

BABA
Version 2

BABA
Version 3

BABA
Version 4

SP 6-040
SP 6-001 
(2024)

2 CFR 184 & 200 (Construction Materials)

SP 6-005
(2024)

Updated
23CFR635.410 (Iron or Steel Products + 

Manufactured Products)

23CFR635.410 (Iron or Steel Products)
Manufactured Products Waived 

OMB Memo
M24-02 

SP 6-
TBD_2 
(2024)

SP 6-
TBD_3 
(2024)

State:

Federal

BABA
Version 

5

Contract Language
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May 2025 → What changed? 

• SP006-005 active→ refer to for more info

•  Added definition for:

- “Predominantly Iron or Steel”

- Manufactured Product

- Component

• Added Special Classifications

- Precast Concrete Products

- Intelligent Transportation Systems and other electronic hardware systems
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May 2025 → How does this affect me?

• No change → continue collect paperwork per Project Records Checklist.

Comment you may receive:

• My product is not predominantly iron or steel and is therefore exempt from Buy 

America. 

Answer Varies: 

• If it’s a Precast concrete Product? → Iron and Steel still need to comply. 

• If its an ITS item w/ iron or steel enclosure→ The enclosure must comply.

• If none of the above, document letter/email with record of pay item.

- Example Crash Cushion Attenuator
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December 2025 → What will change? 

• SP006-XXX with industry for review.

•  Added definition for:

- Manufactured in the United States.

• Buy America applies to Manufacture Products.

• Paperwork

- Referring to MPL for most items.

- De Minimis Log may be used more. 
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December 2025 → How does this affect me? 

• Refer to Material Producer List for Buy America Compliance. 

• De Minimis Log may be used more. 

Example
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Current Project Process

• Contractor identifies items requiring 

Buy America Compliance.

• TxDOT request certification 

paperwork for each Buy America 

product.

• Prime Contractor and suppliers 

submit Buy America Certifications for 

each product.

• TxDOT makes payment. 

• Records stored per records retention.

• Contractor identifies items requiring Buy America 
Compliance.

• TxDOT request certification paperwork for each Buy 
America each product.

• Prime Contractor and suppliers submit Buy America 
Certifications for each product.

• TxDOT verifies Buy America via Material Producers 
list (MPL), if applicable.

• TxDOT collects 1818 or 2806 for items not on the 
MPL.

• A De Minimis log required for non-compliant 
products.  

• TxDOT makes payment. 

• Records stored per records retention.

Gold Star Process
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Buy America Vendor Form

• IS NOT FOR PROJECT LEVEL CERTIFICATION.

• Do not:

- accept this form

- store with project records.

- confuse with the 2806 or

- 1818

• Form is intended for MPL owner use only. 
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Buy America – Joint Bid Utilities

• CST working with ROW for additional guidance. 

• Use Survey for:

- State items that need clarification

- Any improvement or suggestions. 
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Any questions?

Eduardo.Acosta@txdot.gov
Construction Division



July 21, 2025

E-Verification
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Table of Contents

        3| E-Verify Program and  

Requirements

    4-5| E-Verify Participants     

Acknowledged by TxDOT

        6| Process for Addition to List

        7| Self-Audit of List of Participants

     8| Fully Executed MOU  

     9| Job Aides 

   10| SOP                                                                                  

   11| State Letting

   12| Questions
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E-Verify Program and Requirements

• Department of Homeland 
Security (DHS) Program

• TxDOT Began Participating in 
2017

• Web Based System

• Verifies Employees are Eligible 
to Work in the U.S.



44

Connecting you with Texas

E-Verify Participants Acknowledged by TxDOT

• Published Weekly on TxDOT 
Website

• Informational Only

• Column B matches DHS name 
with Column A’s Pre-Qualified 
Name

• District/Area Office Staff should 
frequently review the list

• DHS Website Should Be Primary 
Source of Verification
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E-Verify Participants Acknowledged by TxDOT

• TxDOT is responsible for enforcing and validating that prime contractors and their 

first-tier subcontractors comply with the E-Verify Requirement

• Many trucking companies and other specialty type business are excluded 
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Process for Addition to List

1. Send a request to add a subcontractor to SMS to CST_SiteManager@txdot.gov

-Provide:
▪Company Name and Company Structure (Sole Proprietorship, Corporation, Partnership, 
etc.)
▪Company Address, Phone Number, and E-Mail Address
▪Tax ID Number
▪List of Owners & Percentage
▪Work Category

2. Vendor ID Issued

3. Send MOU to CST_Everify@txdot.gov

4. Vendor ID and MOU Verified

5. Contractor Added to List of Participants

- Email Confirmation Sent 
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Self-Audit of TxDOT List of Participants

• Completed:

- Reviewed Each Contractor on List of Participants to Verify Account Status is in 

Good Standing

▪ Search using E-Verify’s Search Tool

▪ Review of MOU to Ensure Document is Fully Executed (For those not yielding 

search results)

• Worked Directly With District/Area Office Staff and Contractors 

• Completed: Review of All MOUs on File
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Fully Executed MOU

• Signed Electronically by All Parties

- Employer Signer

- USCIS Verification Division from 

DHS

• Dated

• Company and/or Client ID Number

• Full Document
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Job Aides

1. Daily E-Verify Requests Processing

2. Quarterly E-Verification Review

3. State Letting E-Verification
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E-Verification SOP 03-18

• Recently updated

• Addresses requirements for adding a contractor to the list of E-Verify Participants 

Acknowledged by TxDOT, what a fully executed MOU is, and ongoing reviews for 

compliance.

• Highlights of changes:

- Links

- Teams responsible for verifying prime contractors

- Order of steps for approving subcontractors for Districts

- Enforcement of E-Verification requirement procedures
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State Letting

• Low Bid Report 

• Search DHS Website Utilizing the E-Verify 

Participants Acknowledged by TxDOT

• Save Screenshot of Search Results or the 

Signature Page of MOU

• Must Comply or Demonstrate Effort To Comply 

Within 5 Calendar Days
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Questions?

• Email: 

- Scott.Myricks@txdot.gov 

- CST_Everify@txdot.gov 

• Phone:

- (512) 486-5025



July 21, 2025

Cover WITH Image Option 3

State Let Construction Contracts

State Let Maintenance Contracts and Local Let Maintenance

Insurance Requirements
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Table of Contents

15–16 | Letting Initiatives Section 

Overview

17 | Insurance Classifications

18 | Acceptable Insurance Forms

19 | Release thru Execution

20 | 2014 and 204 Spec Books

21 | Identifying Special Insurance

22 | How CST Manges Insurance

23 | Stop Work and Resume Work

24 | Documenting Insurance

25 | Form 1560 Requirements

26 | Insurance Investigations

27 | Helpful Links

28 | Questions and Answers



55

Connecting you with Texas

Letting Initiatives
Within the Construction and Maintenance Contract Letting (CMCL) Section is:
• Letting Initiatives

• Processing and managing Contractor insurance requirements
• Processing and managing Railroad requirements
• Processing and managing contract reassignments
• Testing new applications
• Assessing, proposing and leading improvements and modifications to the 

State Letting process
• Developing processes to support the future migration to eContracting
• Records retention of State Let Construction Contracts
• Processing and managing employer E-Verification records
• Managing OnBase records for State Let Construction Contracts
• Letting Manual updates and other special projects as assigned
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Letting Initiatives Contacts

Sahar Safabakhsh
Phone: 512-416-2597
Sahar.Safabakhsh@txdot.gov

Scott Myricks Jr.
Phone: 512-486-5025
Scott.Myricks@txdot.gov

Samantha Smith
Phone: 512-416-2491
Ssmit1-C@txdot.gov

Team Lead- Michael Smith
Phone: 512-416-2425
Michael.Smith11@txdot.gov

Railroad Requirements: 
CST_RR_Correspondence@txdot.gov

E-Verify: 
CST_Everify@txdot.gov

Contractor Insurance: 
CST_Insurance@txdot.gov
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Insurance

Standard

Insurance

Worker's 
Compensation

General 
Liability

Auto Liability

Special 
Insurance

Builder's risk Maritime
Pollution 
Liability

Railroad 
Insurance

Escalated 
Limits

Railroad 
protective 

liability(when 
required)

Umbrella 
policy(optional 

to satisfy 
escalated 

limits)

Insurance Classifications



58

Connecting you with Texas

CST Accepts Form 1560 REV 7/2024 and Approved forms from Texas Department of Insurance
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Release - Execution Lifecycle

Release Addenda Letting Award Execution Change Order
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2014 and 2024 Spec Book Insurance Requirements

2014 Spec Book 2024 Spec Book
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How CST Identifies Special Insurance Requirements

• Proposals

- Plans Online

• Contracts

- Verify contained within

• iPD

- Award tab, Notes section
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How CST Manages Insurance

• A day Prior the insurance expiration date, reminders are emailed to contractors and Districts.
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Stop Work and Resume Work Notifications
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How CST Documents Insurance 
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Requirements for Form 1560

• Form should not be altered.

• All the requested items must be 
completed(Address, telephone 
number, etc.
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Insurance Investigations

• Lapses in Insurance

• Enforcement of Stop Work

• Outcome to be determined 
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Links to Approved Insurance Forms

Contractor insurance requirements 
(txdot.gov)https://www.txdot.gov/business/road-bridge-maintenance/contract-
letting/contractor-insurance-requirements.html

Texas Department of Insurance
https://www.tdi.texas.gov/certificates/index.html

Any Questions or Concerns Please email:
CST_Insurance@txdot.gov



July 21, 2025

QUESTIONS?



July 21, 2025

Railroad Requirements
State Let Construction Contracts
State Let Maintenance Contracts
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Table of Contents

31 | CST Involvement With Railroad Requirements
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33-34 | Release Identifying RR requirements
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42 | Conditional Release
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44 | District Railroad Coordinator
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Construction Division Involvement With Railroad Requirements



Connecting you with Texas
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Release – Identifying Railroad Requirements
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Release – Identifying Railroad Requirements
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Railroad Insurance Requirements – Railroad Protective Liability (RRPL)
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Railroad Insurance Requirements – Escalated Limits



77

Connecting you with Texas

Railroad Maintenance Consent Letter
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Right of Entry (ROE) Requirements – UPRR or Other Railroads
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Railroad Requirements Memo
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What Railroad Requirement Can Delay Award?

Rail DIV

(UPRR CROE/MCL)
CST Contractor
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Release Through Contract Execution – Resolving Conflicts
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• Project Needs to Start

• Railroad Requirements Not Yet Satisfied

• Requires Management Approval

• Does Not Waive Requirements

• District Assumes Responsibility

• Cannot Work Within 50’ of Railroad

Conditional Release



83

Connecting you with Texas

Administrative Letter

▪ Erroneous Railroad Requirement Advertised

▪ No Addendum Advertised to Correct

▪ Project Let with Erroneous Railroad Requirement

▪ Project Needs to Start

▪ Requires Management Approval

▪ Waives Erroneous Requirements



84

Connecting you with Texas

District Railroad Coordinator
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Submittal of Railroad and Insurance Documents
CST_RR_Correspondence@txdot.gov
CST_Insurance@txdot.gov

Plans Online (Proposals, Plans, Addenda)
https://www.txdot.gov/business/plans-online-bid-lettings.html

Pre-Bid Q&A
https://tableau.txdot.gov/views/ProjectInformationDashboard/NoticetoContractors?%3Aembed=y&%3AisGuestRedirectFro
mVizportal=y

Railroad- Highway Crossing Information
https://www.txdot.gov/business/resources/railroad-highway-crossing.html

Texas Administrative Code: 
https://texas-sos.appianportalsgov.com/rules-and-

meetings?chapter=9&interface=VIEW_TAC&part=1&subchapter=B&title=43

2024 Specification Book
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https://www.txdot.gov/content/dam/docs/specifications/2024/spec-
book-0924.pdf

Helpful Contacts and Links
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Break in Progress



July 21, 2025

CST- Video

Introduction to ProjectWise



July 21, 2025

This video is available to view on CST Division Crossroads page 
under Instructional Video Library, under the Cross-discipline 
heading: https://crossroads/divisions/cst/construction-training-
and-development/instructional-videos.html



July 21, 2025

Civil Rights Division 
Small Business Resources Online

Noraima (Nora) Perez – Civil Right Division – BCE 
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Civil Rights Division

The Civil Rights Division promotes compliance with federal, and state regulations 

related to equal opportunity and non-discrimination, and oversees the Disadvantaged 

Business Enterprise, Small Business Enterprise, and Historically Underutilized 

Business programs and activities. With 50 employees spanning across the state, 

the Civil Rights Division focuses on four areas: 

• Nondiscrimination (Title VI)

• Accessibility (ADA)

• Small Business Development (DBE, HUB, SBE)

• Workforce Development (OJT CU2J, CCP, TCCA)
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Business and Community Engagement Team

Certification
Support Services

• Disadvantaged 
Business Enterprise 
(DBE)

• Airport Concessions 
Disadvantaged 
Business Enterprise 
(ACDBE)

• Historically 
Underutilized Business 
(HUB)

• Small Business 
Enterprise (SBE)

TxDOT Hosted
Trainings

• Year-round trainings 
(virtual and in-person). 

• Educational 
opportunities. 

• Networking with TxDOT 
purchasers, other small 
businesses, state 
agencies, universities, 
and local entities.

1x1
Consultations

• Team of six 
Outreach and Public 
Involvement Specialists.

• Connect small business 
to multiple departments 
within the division.  

• Available to discuss 
challenges, goals, and 
doing business with 
TxDOT staff.
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District 1 | Paris
District 2 | Fort Worth
District 3 | Wichita Falls
District 4 | Amarillo
District 5 | Lubbock
District 6 | Odessa
District 7 | San Angelo
District 8 | Abilene 
District 9 | Waco
District 10 | Tyler
District 11 | Lufkin
District 12 | Houston
District 13 | Yoakum
District 14 | Austin
District 15 | San Antonio
District 16 | Corpus Christi
District 17 | Bryan
District 18 | Dallas
District 19 | Atlanta
District 20 | Beaumont
District 21 | Pharr
District 22 | Laredo
District 23 | Brownwood
District 24 | El Paso
District 25 | Childress

BCE Team Outreach Assignments
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TXDOT Small Business Development Resources Page 

Txdot.gov – Do Business – DBE & Small Business Enterprise Programs -

https://www.txdot.gov/business/disadvantaged-small-business-enterprise.html
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TXDOT Small Business Development Resources Page 

At TxDOT, Big Opportunities Start Small (BOSS). The BOSS program was created to assist small 

businesses through the process of working with TxDOT by becoming a certified firm and bidding 

on TxDOT projects.

Find support
•Small Business FAQs
•Schedule a one-on-one
•Upcoming events

Development opportunities
•TxDOT DRIVE Program
•SBDC
•SCORE
•APEX Accelerators



95

Connecting you with Texas



July 21, 2025

Joint Checks
Civil Rights



97

Connecting you with Texas

Table of Contents

10 | When & How

11 | Form Review
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When & How

When?

• Ample time to review

• Request additional information

How?

• Completed Form 2804

• Executed joint check agreement
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Review
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Review



104

Connecting you with Texas

Review
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Acceptable

The prime contractor issuing the check acts solely as grantor.

The DBE subcontractor must release the check to the supplier.

The DBE subcontractor is responsible for both furnishing and installing the materials 

or supplies.

The prime contractor cannot require the subcontractor to use a specific supplier or 

the prime contractor’s negotiated price.

The arrangement is short-term assisting  the DBE subcontractor’s establishment of a 

credit line with the material supplier and responsible for making payments.
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Red Flags

Open ended joint check agreement between prime & DBE sub.

History of joint checks between prime & DBE sub.

Joint check agreement for multiple suppliers for the same DBE sub.

Lack of documentation that the DBE negotiated its own prices and quantities.

Refusal to submit requested documentation.
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Decision Making

Be mindful.

Additional joint check agreements can be submitted.

Consult with prime and DBE.
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Joint Check Review

Request copies of the front and back of the cancelled joint check from the prime.

• An electronic draft can not be used.

• A physical check made payable to both the DBE and the Supplier must be used.

• The DBE must endorse the check then forward it to the supplier, who will also 

endorse the check.

Request a copy of the invoice that the joint check was used to pay to ensure it 

matches the requested materials from Form 2804.

After a review of the joint check is performed, please upload into DMS.
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July 21, 2025

Training and Development 
Updates
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Overview: 

• Recordkeeper Job Aids

• TxDOT.gov external web updates

• Job Responsibilities review

• SM Checklist Events, Key & Critical Dates 

• Training Matrix 

• CON320 Bootcamps

• Participation through contributions

• Communication channels
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RKP Job Aids: Collaborative Success

• 21 + job aids co-created since May 2024

• Based on the Construction Project Management Job Duties – 
specifically for the recordkeeper

• Designed to break down tasks with step-by-step guidance 

• Focused on CST application practices and standards

• Developed with input from subject matter experts and 
workgroups

Acknowledgment

A big thank-you to all volunteers who contributed their expertise and helped 
ensure quality tools for all Recordkeepers!
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Example of Job Aid
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Accessing Job Aids

• TxDOT.gov – Do Business- road-
bridge-maintenance- 
Construction phase — 

*NEW* 
 Construction recordkeeping 

and auditing resources 

• Crossroads CST – Recordkeeper 
Development page

• Also shared with the Directors of 
Construction
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This document serves as:

• A baseline reference for RKP responsibilities

• A foundation for targeted training resources

•  A tool for aligning training with real-world 
duties

Job Duties Document
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SiteManager Checklist Events, Key & Critical Dates

Purpose: Provides entries of important dates in the life of a contract, a project 
management tool in documenting and tracking vital records and activities.

Guidance: Minimum data entries, outlines the policy requirements for SM entries, 
supporting compliance through to final closeout.

Updates: Date Time Charges Begin was moved from Checklist Events to a Key 
Date. DBE/HUB Final Clearance Date is added as a Key Date.

     System Revisions: March 2025, SM will identify Checklist Events and Key Dates 
     not referenced as OBSOLETE, allowing be utilized on Districts discretion.
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Training Matrix

ProjectWise Training 

Environmental Management 
System

Construction Contract 
Administration

AASHTOWare's SiteManager 

*Getting Started with Project  
   Intro to APCM 

Additional training  
presentations links
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CON320 Recordkeeper Bootcamps Timeline

November 2024 Virtual

January 2025 

CRP DIST

February ELP DIST

April ATL DIST

May Virtual

June BMT DIST

Completed FY25

FY26 Projected

November 2025 Virtual

December 2025 

pending confirmation

February 2026 Houston

April 2026 Amarillo

May Dallas

June Virtual
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Progress through Contributions

Ways to Contribute 

Participation in workgroups

Submitting existing checklists 

and best practices

Provide feedback on job aids

Volunteer as an adjunct 

instructor    

 

Why it Matters

Allows cross-referencing with CCAM & 
internal guidelines while demonstrating 
practical application

Strengthens collective resources 

Ensures accuracy and usability

Supports peer-to-peer knowledge 
sharing

TxDOT Training and Development 
Community of Practice 
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Communications

• Recordkeepers distribution list  “ #ConstructionRecordKeepers-Auditors@txdot.gov ”

▪ to be added to group - request ticket through TxDOTNow

• New feature: Subscribe Recordkeeping and auditing resources page on TxDOT. gov

▪ receive update notification for links

•  CST Training and Development email

▪ CST_Training@txdot.gov 
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Annual Recordkeeper Meeting Preference for 2026 

• Three questions on 
preferences 

• Comment is optional



July 21, 2025

Form Updates & 2026 CCAM Major Updates

By CST – Construction Support
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Form Updates

October 2024 – Email sent to #construction recordkeepers-

auditors & #DOC

All forms managed by CST Construction Support are posted 

to CST’s Construction Support website on Crossroads
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Form Updates

• Form 2802 Subcontractor Request for Approval

-removed “Unknown” from DBE portion

• Added “Mobilization” deduction 

-per 2024 Specifications

• *NEW* Form 2802A Subcontractor Checklist

-required documents in the subcontractor agreement
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CONTSTRUCTION TIPS

CST has created simplified versions of various 
contract administration processes known as CST TIPS
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Semiannual ProjectWise Review

• Per MAP 1.1 of the Construction Project 

Management Recordkeeper Development 

Audit, CST will review the folder structure 

and use of ProjectWise semiannually

• Effective with January 2024 let projects

• First review memo (Jan 2024 through June 

2024) was sent to DOCs on 2/18/2025

• Second review memo (July 2024 through 

December 2024) to be sent before the end 

of July 2025

Reminder: original folder structure should 
not be altered or modified; Additional folders 
can be added to the following:
 
1.1 for AFA
1.3 Subcontracts
2.3 DBE
2.7 General Correspondence
4.   Estimates
5.   Change Orders
6.1 Pay Item Support
6.2 Materials (Bulk Material & Form 2806)
6.3 Schedules (TIA and monthly updates)
6.4 RFI
6.5 Meetings
6.6 Shop Drawings



127

Connecting you with Texas

Semiannual Monitoring of SiteManager Event Dates

• Per MAP 1.2 of the Construction Project 

Management Recordkeeper Development 

Audit, CST will monitor the SiteManager 

Checklist Events, Key Dates and Critical Dates

• Effective with September 2024 let projects

• First memo (September 2024 through 

February 2025) sent to DOCs on 7/7/2025

• Refer to the SiteManager Checklist Events Key 

Dates Critical Dates Guidance Document for 

current requirements.

REMINDERS….

❖Excel Report based on the 
ACTUAL DATE entry

❖Filter the data by District, 
CSJ

❖Currently an internal 
Tableau Report - plan to 
make public in the future
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Issues with Event Dates
❑ Time Charges Begin

-was previously a Checklist Event entry

-now identified as Obsolete Time Charges Begin

-now a new Key Date entry

PROBLEM: Certain SiteManger Reports were not populating the Time Charges Begin date 

SOLUTION: CST Guidance is to enter both the Checklist and Key Date entry in SiteManager

❑ Performance Interim Contractor Evaluation 

-is a New Checklist Event entry to record evaluations that are not the annual entry

-create the event at activation

PROBLEM: Event listed as “if applicable” in the guidance document

SOLUTION:  CST Guidance is to create the checklist event as a ONE TIME ENTRY with a projected 

date of one year out; if not used or needed at the one-year checkpoint, enter the current actual date 

with a notation in the comments section.
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Letter Templates

Please refer to the Construction 

Division Support page for a list of 

the current letter templates 

available to download. 

Official CST templates for statewide 

use.

Send questions to CST-

ConstructionSupport@txdot.gov
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Construction Contract Administration Manual (CCAM)
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CCAM - Overall Changes

• Project Activations 

• Change Orders 

• Iron and Steel Classifications

• Estimates and Tips

• Prompt Payment

• DBE Goal and Coordination with CIV Final 

Clearance

• Small Business Programs/Disadvantaged 

Business Programs
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CST Support Group 

cst-constructionsupport@txdot.gov

512-416-2575
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Final Questions?
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