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Connecting you with Texas.

Outline
Topic Presenter Time

Presenter Intros 2 min

TOD Development 5 min

TOD Tracking 5 min

Invoicing best practices 5 min

Frequently Missed Items 5 min

Example Project 10 min

Future of the TOD and Invoicing 5 min

3 take aways 3 min

Q&A or additional information 5 min
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Connecting you with Texas.

Opening poll / quiz
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Connecting you with Texas.
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Connecting you with Texas.
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Connecting you with Texas.

What projects are ideal for TOD?
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Connecting you with Texas.

TOD Development
• Using scope to define what deliverables will be created

• Aligning deliverables to major submittal milestones and function codes

• CSJ numbers from TxDOT for multiphase project

• Interim submittals - draft / final, 30, 60, 90, 95% 
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Connecting you with Texas.
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Connecting you with Texas.

TOD Tracking
• Interim submittals

• Monitoring tasks through various tools (spreadsheets, Smartsheet)

• Aligning to progress reports and completion of deliverables

• Coordination with subs
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Connecting you with Texas.

What are some best practices? 
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Connecting you with Texas.
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Connecting you with Texas.

Invoicing Best Practices
• If you have questions when preparing to invoice, ask your TxDOT PM, managing 

PEPS SC or PEPS Invoice Center prior to invoicing

• Use the latest invoice templates, always check TxDOT PEPs website for updates

• Be familiar with your payment type and the required documentation

• Do not invoice across Fiscal Years (FYs), the FY is from Sept. 1 to Aug. 31

• Complete the Prompt Payment Verification section

Invoicing Best Practices
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Connecting you with Texas.

Invoicing Best Practices
• When submitting a revised invoice – add “R” to the end of the invoice number

• When submitting a supplemental invoice – add “Supp” to the end of the invoice 
number previously billed that the invoice should be tied to

• When using escalated rates – add a note indicating escalated rates are being used

Invoicing Best Practices
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Connecting you with Texas.

Invoicing Best Practices
• Invoice when deliverable is full and complete – accepted by TxDOT PM

• SUBMIT A MONTHLY INVOICE

• Breakdown TOD to align with monthly invoicing

• Avoid supplemental invoices, set deadlines with subs to ensure their invoices are 
included with your monthly invoice

Invoicing Best Practices
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Connecting you with Texas.

Schedule and Deliverables
• Deliverable deadlines should be discussed with the Project Manager

• Do not agree to a deadline that cannot be met

• Make sure the deadline makes sense

- Example: Turning in 60% plans when 30% comments have been received

- Speak up and work with the PM to agree to the new deadline

• TxDOT plans around these deadlines, they need to be discussed
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Connecting you with Texas.

Schedule and Deliverables
• What happens when day 1 your project manager says, lets cut 6 months from the 

schedule?  Do you have to revise the entire TOD?

- First discuss the timeline with the PM.  Agree to new deadlines & deliverables.

- Revise the TOD accordingly.  Using formulas can help automate.

- Invoice per they updated table. 
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Connecting you with Texas.

Frequently Missed Items
• Incorrect or mis-matched invoice submitted date or service period dates

• Missing or incorrect signatures

• Supplemental invoices due to delayed subcontractor invoices

• Missing timecard summaries or expense details

• Incorrect CSJ number
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Connecting you with Texas.

Opportunities for improvement 
• Goal is to get paid faster

• Cashflow is a big issue!

• Trying to make simple solutions that can be beneficial to both TxDOT and 
consultants

• TxDOT examining opportunities to streamline process 

• AI solutions being reviewed…
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Connecting you with Texas.

Notes from last year
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Connecting you with Texas.

The future of the TOD and Invoicing
• Near future: Increased conformity

- Examining the use of a template

• Far future: Incorporation of AI into the process

- TxDOT processing

- Results in streamlined approval
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Connecting you with Texas.

Sample project - Template

Step 1: 
Input Project 
information
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Connecting you with Texas.

Sample project - Template

Step 2: Review timeline 
and input no. of months  
needed to achieve the 

deliverable %
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Connecting you with Texas.

Sample project - Template

Step 3: 
Updated 

percentages
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Connecting you with Texas.

Sample project - Template

Step 4: 
Develop 
invoice
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Connecting you with Texas.

Pilot Program
• Austin, Lufkin, Wichita Falls

• Will take 3-4 rounds of invoicing 

• May of 2025 target timeline

• Looking for input on the rollout

• Goal and future timeline

- 6 month roll out  

• Overcoming obstacles
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Connecting you with Texas.

Closing
The three most important things to take away from today’s presentation:

1. Submit invoices on a monthly basis

2. Discuss timelines with your PM

3. TxDOT is developing more efficient ways of invoicing



Questions and Discussion?
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