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Connecting you with Texas.

ROW UPS – Utility Reimbursement 
Guide Workshop

Day 2 – December 3rd 
Track Rm 2, Session 2

2:30PM – 3:15PM
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Connecting you with Texas.

Presenter: Russell Johnson
Russell Johnson serves as the Business Operations Project 
Manager for TXDOT ROW.  He is responsible for managing the 
health of the statewide Utility Portfolio – focusing on business 
process improvements that will increase operational 
efficiencies. He also is the Lead Worker for the Portfolio 
Management Section which processes the UACV Invoicing, 
release of Purchase orders, and payments (Utility 
Relocation)/Audits. He has been with TxDOT for 5 years and 
before TXDOT he has more than 10 years of business 
management experience in the areas of retail, restaurant, and 
sales. Russell holds a Bachelor of Arts degree in Business 
Administration from Huston-Tillotson University and is a proud 
veteran of the US Navy. 
In his free time, Russell loves to travel – frequenting the Virgin 
Islands. He also volunteers his time with his organizations, 
Rishon Lodge #1 A.F. & A.M and Epsilon Iota Chapter of Omega 
Psi Phi Fraternity Inc.  Russell enjoys sports and loves the 
Dallas Cowboys.
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Connecting you with Texas.

Presenter: Shereen McKenzie

Shereen McKenzie was born in Kingston Jamaica 
but currently resides in Austin, Texas. She is a 
proud member of Delta Sigma Theta Sorority 
Incorporated and a graduate of Huston-Tillotson 
University where she obtained her Bachelor of 
Science Degree in Biology and a Master’s Degree 
in Educational Leadership. Shereen spent the last 
10 years in the educational field in a variety of 
roles such as a Science teacher, District trainer, 
Adjunct Professor and Assistant Principal before 
coming on board to TxDOT’s ROW Division Utility 
Portfolio Section as a Utility Portfolio Coordinator. 
Shereen enjoys traveling to different countries, 
shopping, reading books, hiking, and spending 
time with her family, friends, and her dog Bella.
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Welcome everyone to TxDOT Utility Payment Workshop
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Presenter Notes
Presentation Notes
Good morning everyone!  We are so glad to have you join us today to learn more about the TxDOT Utility payment process!
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Goals
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By the end of the workshop, 
one will be able to apply 
knowledge, understanding, and 
skills to review and assemble 
the TxDOT Utility 
Reimbursement Package for 
processing.

Presenter Notes
Presentation Notes
Outline the  goalsMention this is high level overview
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Agenda
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This Photo by Unknown Author is licensed under CC BY-SA

 Welcome

 Goals

 Preparing for a payment

 Prompt Payment Law

 Types of Billing Packages

 Standard Utility Agreement & Attachments

 Prior to Billing Needs

 Types of Supporting Documentation

  Reimbursement Guide Attachments

  Payment Submittal Memo

  Response to Division Compliance Memo

  Billing Checklists

  CPA Screenshot

  Partial Payments

  Utility Invoice

  Cost Comparison Sheet

  Supporting invoices/Certified Ledger

  Contract Work

  Buy America

  Recorded Quitclaim/Easements/ JUA’s

  Assembly of Payment Package

  Additional Resources- External

  Q&A

https://www.picpedia.org/chalkboard/a/agenda.html
https://creativecommons.org/licenses/by-sa/3.0/
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Preparing for a payment

Before you begin the payment process…
 Gather, organize, and file information throughout the relocation process.

– (Buy America, AP-152, W-9, quitclaims, etc.)

Presenter Notes
Presentation Notes
Another important step is to gather, organize, and file information throughout the relocation process.As UC, for each project I created these file folders and would file items as I received them.  Once complete I created a final pdf with all documentation.
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Prompt Payment Law

Communication with the Utility
 It makes the process much easier if the Utility and the Utility Coordinator communicate… a lot!  
 That means communications starts @ 30% plans, and continues on throughout to 60%, 90%, final 

plans, utility relocation, and the billing process! 
 

TxDOT wants to work with the utility and see that they get paid!  

Presenter Notes
Presentation Notes
Communication with the utilityAs a utility coordinator I found it beneficial to always have an open communication line between TxDOT and the Utility.  This helped in so many ways.  When we are able to start the communication process as soon as we know about the project and continue that throughout the relocation completion and into the billing process, this #1 factor does indeed help make the billing process go smoother.  Our goal is to work together with the utility to see that they get paid.  In order for payments to be processed in a timely manner without incurring interest there is a 30 Day prompt payment law that is governmental law. 
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Prompt Payment Law

Prompt Payment Law

Presenter Notes
Presentation Notes
Under Government Code 2251.021 the payment is due within 30 days of receipt of invoice.  Time starts the date TxDOT receives a complete invoice package, and the District must date stamp the invoice once received.Under Government Code 2251.042  TxDOT has 21 days from receipt of date stamped invoice to reject payment. As a UC, I would communicate with the utility and work on what I called a “working invoice”.  I would have them send in their packet of support documentation along with their “working invoice” and we would work on gathering all information before the final submission of “the invoice”.  A courtesy review of the invoice if you will.  Many of you may already do this and that is great.   What this does is it eliminates the stress of the clock.  If you have gathered what you think is a good, complete packet and submit to ROW_Utility_Request on day 1 of stamped date, that gives ROW Division and ROW Finance ample time to review the payment as well and not incur any interest.By keeping that line of communication open with the utility, the UC will be able to navigate the utility in completing a final payment packet in a timely manner without interest or falling into misc. claims.  
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Prompt Payment Law – Time Table of Payment Processing
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1.  Begin creation of payment package as documents are being received.

2. Request invoice when all documentation needs have been met.

3. Receive invoice – Date of DISTRICT DATE STAMP -   GO!

WARNING!!!! 
Payment must be accepted or returned within 21 days

4. DAY 1 -7    District completes Payment Package and emails, in single 
          PDF, to ROW_Utilityrequests, recommending payment.

5. DAY 7 -14  ROW Division, UPS Section reviews package and makes 
          request to District for any missing documentation.

6. DAY 14 - 21  ROW Division, UPS Section, must forward approved     
          package to FIN for processing, or return.
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Types of a Billing Packages

• Partial 
Payments

• Final 
Billings 
90%

• Desk Audit 
100%

• Lump Sum • LPA  
Payments 
(Local 
Utility 
Procedure) 

Presenter Notes
Presentation Notes
The Utility Portfolio Payment Section receives 5 types of payment requests for processing.Partial Payments - These can be submitted every 30 days.Final Billings- These are processed at 90% of the actual cost. The 10% retainage of the payments is processed through Audit.  100% Desk Audit Payments  – These payments have an approval amount up to 150K. The district will still submit for 90% of all final billings. The process is the payment will be reviewed at the first level and then Audit will do their desk review. If agreed, the district will be contacted and requested to resubmit at 100%. Lump Sum- When the utility agreement is on a lump sum basis, eligibility is established upon execution of the agreement, and no final audit is required.LPA Payments – Are reviewed and processed by the Audit team.Let’s go over the components of a billing package.
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Standard Utility Agreement

13

The Standard Utility Agreement outlines the plan set, 
estimate, and legal requirements of a specific 
accommodation.

The documentation that is required at billing is 
designated within the Standard Utility Agreement.

Each Standard Utility Agreement, and thus each 
payment package vary slightly in the documents that 
are required to fulfill all legal requirements.

Presenter Notes
Presentation Notes
READ-  The Standard Utility Agreement outlines the plan set, estimate, and legal requirements of a specific accommodation. Review your Standard Utility Agreement as there are going to be documents from the SUA that will provide you with what is needed for your billing package. Each SUA and thus each payment package varies in the required documents to fulfill all legal requirements. 
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Schedule 
of Work

Standard Utility Agreement Attachments
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Attachment “A”

Attachment “C”

Attachment “D”Attachment “E”

Attachment “F”

Attachment “G”

Attachment “H”

Attachment “B”
Standard 

Utility 
Agreement

Cost Estimate
*Buy 

America*

Plans & 
Specifications

Accounting 
Method

Statement 
Covering 
Contract 

Work

Joint Use 
or Permit

Eligibility 
Ratio

Betterment

Property 
Interest

Attachment “A”

Presenter Notes
Presentation Notes
Here are some cover sheet attachments within the SUA that will guide you to what will be needed at final billing. 

http://gsd-ultraseek/txdotmanuals/utl/utility_property_ownership.htm#i1003774
http://gsd-ultraseek/txdotmanuals/utl/affidavits.htm
http://gsd-ultraseek/txdotmanuals/utl/utility_joint_use_and_occupancy.htm
http://gsd-ultraseek/txdotmanuals/utl/use_of_contractors_on_utility_work.htm
http://gsd-ultraseek/txdotmanuals/utl/estimate_categories.htm#i1004808
http://gsd-ultraseek/txdotmanuals/utl/utility_plans_and_specifications.htm
http://gsd-ultraseek/txdotmanuals/utl/use_of_contractors_on_utility_work.htm
http://gsd-ultraseek/txdotmanuals/utl/utility_joint_use_and_occupancy.htm
http://gsd-ultraseek/txdotmanuals/utl/utility_property_ownership.htm#i1003681
http://gsd-ultraseek/txdotmanuals/utl/estimate_categories.htm#i1004808
http://gsd-ultraseek/txdotmanuals/utl/utility_property_ownership.htm#i1003681
http://gsd-ultraseek/txdotmanuals/utl/agreement_assemblies.htm#i1004549
http://gsd-ultraseek/txdotmanuals/utl/utility_plans_and_specifications.htm
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What documents may be needed prior to or at billing?
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General Documents:
(If Applicable)

Buy America 
Continuing Contract Rate Sheet  
(Engineering and Construction)
Bid Tabulations
Engineering Rate Sheets
Quitclaim
Joint Use Agreement
Chain of Ownership
ROW PM Easement Valuation
Permit
TINS record (Utility Organization)
AP-152, W-9
ROW-U-27 

Cost Documentation:
(If Applicable)

Invoices for externally acquired materials
Invoices for external labor costs
Certified Time Sheets (Payroll) for internal labor
Certified Ledger for internal materials

The ROW Compliance Memo will list the documents required 
prior to or at billing, but you should also review the SUA.

The Estimate from the SUA will provide 
the breakdown of the cost documentation.

Presenter Notes
Presentation Notes
Here are some general Documents that may be needed prior to or at billing. -CLICK- The ROW compliance memo will list documents required at billing to assist you, but it is recommended you also review the SUA as well. -CLICK- Here are some examples of Cost Documentation that are acceptable for supporting documents for actual cost. –CLICK- The Estimate from the SUA will provide the breakdown of the cost documentation. Let’s go over some of the Types of Supporting Documents. 
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Types of Supporting Documentation

Cost Type
Preferred 

Documentation
Acceptable 

DocumentationCost Type
Preferred 

Documentation
Acceptable 

Documentation

Utility Labor Certified Time Sheets
Certified Utility Company's 

accounting ledger 

Utility's Equipment Certified Time Sheets
Certified Utility Company's 

accounting ledger 

Materials and Supplies Invoice from Supplier

Inspector's diary of material on 
hand or installed and the 

Certified Utility Company's 
accounting ledger 

Consultant Engineering Invoice from Consultant
Completed Plan Sets and 
Certified Utility Company's 

accounting ledger 

Contractor Services Invoice from Contractor
Inspector's diary or approval of 

work and the Certified Utility 
Company's accounting ledger 

Presenter Notes
Presentation Notes
As you see here is a list of preferred and acceptable examples of supporting documentation for cost type. All Payment requests must be supported with adequate documentation. Invoices should have a clear description of the services or items provided and they must be legible.Documentation requiring certification will require to be on a Company Letterhead, be labeled of what certification it is, have project-specific information, and be certified by the appropriate utility personnel as being true and correct. For audit purposes, it would be a good practice to include as much information as possible. 
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CPA 
Screenshot 
or AP-152, 
W-9 & 74-

176

Reimbursement Guide Attachments
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Attachment “A”

Attachment “C”

Attachment “D”

Attachment “E”

Attachment “F”

Attachment “J”

Attachment “K” Attachment “B”

Payment 
Submittal 
Request  
memo Division 

Compliance 
memo 

Response
ROW-U-

BillChkDist 
or 

Checklist 
Tool

ROW-U-27

Utility 
Invoice

Supporting 
Invoices 

&/or 
Certified 
Ledger

Form 1818, 
MTR &/or 

Certification

Quit Claim, 
Easement 

Release, or 
JUA

Cost 
Comparison 

Attachment “I”

Attachment “H”

Attachment “G”

Utility 
Reimbursement 

GuideContract 
Work

Presenter Notes
Presentation Notes
The reimbursement guide will be shared with you in the chat. Make sure you open it with the app and not the browser. It doesn’t look right if it is opened in the browser. You can follow along if you wish as we go over the attachments to see the coversheets and examples.

http://gsd-ultraseek/txdotmanuals/utl/utility_plans_and_specifications.htm
http://gsd-ultraseek/txdotmanuals/utl/use_of_contractors_on_utility_work.htm
http://gsd-ultraseek/txdotmanuals/utl/utility_joint_use_and_occupancy.htm
http://gsd-ultraseek/txdotmanuals/utl/utility_property_ownership.htm#i1003681
http://gsd-ultraseek/txdotmanuals/utl/estimate_categories.htm#i1004808
http://gsd-ultraseek/txdotmanuals/utl/utility_property_ownership.htm#i1003681
http://gsd-ultraseek/txdotmanuals/utl/agreement_assemblies.htm#i1004549
http://gsd-ultraseek/txdotmanuals/utl/estimate_categories.htm#i1004808
http://gsd-ultraseek/txdotmanuals/utl/estimate_categories.htm#i1004808
http://gsd-ultraseek/txdotmanuals/utl/estimate_categories.htm#i1004808
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Attachment “A” Payment Memo
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• Payment 
Submittal 
Request Memo

Attachment 
“A”



Texas Department of Transportation, ROW Division

Attachment “A” Payment Submittal Request Memo
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Memo Body   

• Project information matches TxC

• The correct amount is referenced in memo 
and TxC

• Notes (Compliance memo responses or out-
of-the-ordinary situations addressed)

• Ensure the district engineer Electronically 
initials 

• List every document contained in correct order

Initials for District 
Engineer and District 

Representative

Payment stage

Project info 
matches TxC

Initials for District 
Engineer and District 

Representative

Payment ID

10% retainage 
deducted

Example:  Out-of-the 
ordinary situations 

addressed

Presenter Notes
Presentation Notes
The example memo you see here is generated from the checklist & memo tool on the “Payment Return Memo” tab. This is preferred as it builds the memo for you as you are entering the data in the appropriate fields for the checklist. If you are using the BILL-U-ChkDIS form and will be creating your memo I would recommend that you use this as a reference guide so that all the information needed is included. -CLICK- We just ask that you double-check your project information to ensure it is accurate and matches TxC. and that the amount reflects the deducted 10% for retainage. The notes section of the memo is a great place to add compliance memo responses, any out-of-the-ordinary situations to address, or the verification statement the district needs to confirm contract rates when the contract aren’t provided.  And the district engineer initials are  included.
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Attachment “B” Response to the Division Compliance Memo
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• Response to 
Division 
Compliance 
Memo

Attachment 
“B”



Texas Department of Transportation, ROW Division

Attachment “B” Response to the Division Compliance Memo
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Responses to the compliance memo- (may be provided 
on the below methods)

• Memo 
• Billing checklist notes
• Email 

Response to 
deficiency

Response to 
deficiency

Presenter Notes
Presentation Notes
The compliance memo comes from the review of the standard utility agreement or the supplement agreement. Please provide, responses with answers, and/or documents that address the deficiencies and general notes. Responses can be provided on the district memo, billing checklist notes, or stated in an email included in the billing package. 
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Attachment “C” ROW-U-BILLChkDist or Checklist Tool
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• ROW-U-
BilllChkDist Form

• Checklist & Memo 
Tool

Attachment 
“C”

Presenter Notes
Presentation Notes
Either one of these is acceptable for Attachment C. 
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Attachment “C” ROW-U-BILLChkDist or Checklist Tool
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ROW-U-BillChkDist

• Completed: All “Project/Agreement 
information” fields. 

• Completed: All “Checklist” fields.

• Completed: “District Notes” with any 
additional information as needed.

Use most up to 
date form

Amount with 
10% Retainage

Only select 
boxes that 

apply

Notate special considerations
 (ex. Addressing compliance memo)

DateSignature

Ensure all info 
entered matches TxC

Presenter Notes
Presentation Notes
READ FIRST- The districts will complete either a ROW-U-checklist Form or the Checklist and Memo Tool to include with the payment submittal package to the ROW division. This one is pretty self explanatory you will just need to ensure you fully complete all fields accurately and ensure it matches TxC. 
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Attachment “C” Checklist & Memo Tool
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District Checklist and Memo Tool 

• Complete all fields with accurate 
project information and ensure it 
matches TxC.

• Ensure there are no red highlighted 
fields. If there are any that will be 
left red please address why in the 
notes.

• .

Complete all fields 
and ensure 

matches TxC

Ensure there are no red highlighted 
fields.  All red fields must address in 

comment of memo.

Provides 
automated 

production of 
memo

Notate special 
considerations 
(ex. Addressing 

compliance memo

Must be less 
than 25% or a 
Supplement is 

required

Amount to 
submit for 
payment

Presenter Notes
Presentation Notes
This is the Checklist & Memo Tool again ensure to complete all fields with accurate project information and ensure it matches TxC. -READ 2 BULLET- The information entered, and questions answered will populate the payment memo. It is recommended that you use it to take advantage of the formulated cells that calculate everything for you and the memo being generated at the same time. 
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Attachment “C” ROW-U-BILLChkDist or Checklist & Memo Tool

25

Amount 
populated 
from the 
checklist

Remaining 
costs that need 

supporting 
documentation

Total accumulated 
from the below 

entered amounts 
from supporting 

documents

List 
supporting 
amounts

District Checklist/Memo Tool

• Enter all supporting invoice amounts
 
• Verify the “Difference” is $0.00

• Highlight dates on each invoice or 
certified ledger

• Note in packet *Service Date (last date 
in packet)

Presenter Notes
Presentation Notes
On the “Cost Documentation Analysis” tab of the Checklist & Memo Tool, you will list the supporting invoice totals to ensure the total calculation equals the amount invoiced for reimbursement.The “Documentation Total” is populated from the “Amount of this Payment Request” field in the “UPS Payment Request” tab from the previous slide. The “Current Documentation Total” is populated from the totals listed for the supporting invoices. Your “Difference” is populated from the “Documentation Total” and Current Documentation Total”. This is a good checks and balances tool to ensure all the supporting documents are present and equal the amount of the actual cost. 
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Attachment “D” - CPA Screenshot, AP-152, W-9, and 74-176
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• CPA Screenshot
• AP-152
• W-9 
• 74-176 

Attachment 
“D”

Presenter Notes
Presentation Notes
CPA Screenshot-AP-152-W-9 -74-176-
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Attachment “D” - CPA Screenshot (TIN Verification)
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• Taxpayer number (TIN#) captured from 
USAS matches what is on the utility invoice 
and TxC

• Mail code listed for the utility under 
“Organization” matches in TxC

•  Securing Source: 601
Status is “A” Active (If 
“I” Inactive submit AP-

152 with W9 to 
OnBase)

TIN matches 
Utility Invoice

Mail code 
matches 

TxC

Name and remit to 
address matches 

utility invoice

Must have “601” 
Source Code

Search date 
is recent

• Status: (A)

• Name matches utility invoice

• Address matches remit to address on 
utility invoice

Presenter Notes
Presentation Notes
READ FIRST- A CPA screenshot must be included in the billing package with the following requirements. -READ BULLETS- If the status is “I”  this means it is Inactive and requires a completed AP-152 and W-9 to be submitted to OnBase for a new mail code. This is required to be done before submitting a billing package. The Search date needs to be recent to ensure it remains active by the time payment is approved. I believe TINs become inactive every 12 months. 
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Attachment “D” –  AP-152 & W-9
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Click on “Print Form” and 
print doc before sending 
it though the TINS Portal

Must check 
“Yes” or “No”

Payee name must 
exactly match the name 

on Line 1 of the W-9

Must check 
“Yes” or “No”

Presenter Notes
Presentation Notes
The AP-152 and W-9. are not supplied in the payment package, but submitted through OnBase prior to submitting the billing package for payment request. You can find the link to this form and others in several places such as the Utility manual or SharePoint, you can also ask the Portfolio section or your specialist if you need assistance locating them. You will ensure the name and taxpayer number match each other and the address on the AP-152 matches the remit to the address on the utility invoice. 
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Attachment “D” –  74-176
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District will upload completed 
form to OnBase prior to 

receiving invoice

Signature may 
be handwritten, 
DocuSigned or 

e-Signature

Presenter Notes
Presentation Notes
I encourage districts to recommend Direct Deposit as the utility will receive the reimbursement sooner and help prevent warrants from getting lost and help create less tracking for inquired payments. Upon uploading the forms to OnBase you do not include the instructional pages. 
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Attachment “E” - ROW-U-27
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• ROW-U-27

Attachment 
“E”
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Attachment “E” - ROW-U-27
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• Completed header information (must match 
TxC)

• Description of item (match the categories as 
noted from the SUA cost estimate summary) 

• Estimate amount 
• Actual cost incurred to date
• The percentage of estimate invoiced is auto-

populated
• Percent of actual work completed
• Utility signature, title, and date
• Ensure the “total” percentage of payment 

requests is less than 85% of the total costs 
of the executed standard utility 
agreement/supplemental agreement.

Current form is used

List categories 
& AMNTs as 

shown on SUA 
cost estimate

Current amounts 
invoiced per 

category to date

Cells that include 
instruction/comments

All categories 
must be listed 
throughout all 

partial

All fields 
must be 

completed

Will match 
“Amount of” Not to 

exceed 89%

Title

Signature

Date

Presenter Notes
Presentation Notes
If the utility requests partial payments, form ROW-U-27 must be completed and included in each billing package. Only costs that are incurred during the period are covered by the billing. Throughout the series of partial payments, the dates cannot overlap each other. Submissions are no more frequent than every 30 days.  All Buy America documents must be submitted and approved before any partial payment can be made for anything other than preliminary engineering chargesOn the description of the item and estimate amount fields, you will list the categories as shown on the SUA or Supplemental cost estimate. Ensure that the total percentage of payment requests is less than 90%. All the fields with numbers are formulated to auto-populate except for the “Percent of Actual work completed”, “Betterment, Salvage, Eligibly ratio, and Previous payments fields. Those you will enter. If there is more than 1 RCSJ in the project, then you will need 1 form for each RCSJ with the percentages calculated for each. This is required as it is considered 2 different payments, and we treat it as such with the form. Any 90% payment request that includes partial payments requires that you include all previous partial payment billing packages for the final billing. There is help form that include cells with comments that will include instructions to help guide you on what is needed in that field. They will appear when you hover over the cell with the red flags in the top right corner. I believe this is in SharePoint or you can ask someone to send it to you. 
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Attachment “E” - ROW-U-27
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Support for Certificate of Partial Payment for Utility Accommodation
Form ROW-U-27

(10/20)

INSTRUCTIONS
General:This form should be submitted with every partial payment request.  BUY AMERICA documentation is required with 

Partial Payment #1, and a note regarding its submission may be included thereafter.  All required documentation, as 
outlined in the Standard Utility Agreement is required with Partial Payment #1. (QuitClaim, Joint Use Agreement, Permit, 
etc.)  Subsequent partial payments may then only note the previous submissions.  The FINAL PARTIAL PAYMENT will 
also include this form, and in addition to documentation for that payment must include all previous partial payments in 
the single submitted PDF document.  The FINAL PARTIAL PAYMENT will be a 90% Stage Payment.

Partial Payment Number:Enter the number of the Partial Payment. Numbering starts with 1 and progresses as needed.  The Final payment after a 
series of Partial Payments is also a Partial Payment, the only difference being the type of payment request, which should 
be 90% Stage Payment.

District:Select your District.

ROW CSJ:Enter the ROW CSJ for the project.  The numbers may be entered without hyphens, as the cell will auto-format.

U NUMBER:Enter the U Number for this Agreement. The numbers may be entered alone, as the cell will auto-format.

Utility Co.:Enter the name of the Utility Company.

Certificate Period:Enter the certificate period, which is the from and to dates represented by this invoice and documentation.  If the "from" 
date preceeds the Agreement date, explanation should be supplied within the attached payment request memo.

Amount of Original or Revised Estimate:Select either ORIGINAL ESTIMATE indicating the Estimate within the Standard Utility Agreement, or REVISED 
ESTIMATE if there has been an executed Supplemental Agreement.  In the case of Joint Bid Agreements this amount is 
the amount payable directly to the utility.

ENTER THE AMOUNT:Enter the dollar amount of the current estimate as described above in Amount of Original or Revised Estimate.

Description of Item:Enter the Description of items as they appear on the Estimate within the Standard Utility Agreement.  In the case of Joint 
Bid installations, these will only be items that are directly payable to the utility.  

Estimate Amount: This the amount estimated for this line item on the estimate within the Standard Utility Agreement.

Actual Cost incured to date:Enter the cumulative cost to date of each line item.  The amounts should correspond to the estimate amount in the 
collumn to the left.

Percent of Estimate Invoiced:THIS CELL IS AUTO-CALCULATED.  This value is the percentage of the initial or supplemental revised estimate that 
has been invoiced up through this invoice.  Caution should be used when this value exceeds the estimate (greater than 
100%) or the value is significantly higher than the "Percent of Actual Work Complete" in the collumn to the right.

Percent of Actual Work Completed:Enter the percent of actual work completed.  This represents an installation inspectors estimation of the percent of work 
that has been completed.  This is an opinion, not a calculation.  Certain line items may show a low invoiced level, but a 
high % of actual work complete.  This would indicate that attention may need to be given to these line items.  If there is a 
relative high invoiced amount to actual, then evaluation of need for supplemental may be appropriate.

Total Cost Incurred:
THIS CELL IS AUTO-CALCULATED.  This value represents the sum of invoices of all partial payments through the 
current partial payment.

Less Betterment Ratio Percentage:
Enter the Betterment Ratio as stated wiithin the Standard Utility Agreement, or subsequent Supplemental Agreements if 
applicable.

Less Salvage Credit:
Enter the Salvage Credit as stated within the Standard Utility Agreement.  Preferably the actual salvage credit 
documentation is provided with Partial Payment #1.

Difference:
THIS CELL IS AUTO-CALCULATED.  The value represents the total cost incurred less the betterment ratio, less the 
salvage credit.

Eligibility Ratio:Enter the Eligibility Ratio as stated within the Standard Utility Agreement.

Eligibility Amount:
THIS CELL IS AUTO-CALCULATED.  The value represents the calculation of the eligible amount based on the 
previously entered Eligibility Ratio.

Less 10% Retained:THIS CELL IS AUTO-CALCULATED.

Difference:THIS CELL IS AUTO-CALCULATED.

Less Previous Payments:
Enter the sum of all previous partial payments. EX: The amount on partial payment #3 will be the sum of the "Amount 
Due this Certificate" from partial payments #1 and #2.

AMOUNT DUE THIS CERTIFICATE:THIS CELL IS AUTO-CALCULATED.  This amount should match the amount of the payment request.

U27- with help comments.xlsx

Presenter Notes
Presentation Notes
If the utility requests partial payments, form ROW-U-27 must be completed and included in each billing package. Only costs that are incurred during the period are covered by the billing. Throughout the series of partial payments, the dates cannot overlap each other. Submissions are no more frequent than every 30 days.  All Buy America documents must be submitted and approved before any partial payment can be made for anything other than preliminary engineering chargesOn the description of the item and estimate amount fields, you will list the categories as shown on the SUA or Supplemental cost estimate. Ensure that the total percentage of payment requests is less than 90%. All the fields with numbers are formulated to auto-populate except for the “Percent of Actual work completed”, “Betterment, Salvage, Eligibly ratio, and Previous payments fields. Those you will enter. If there is more than 1 RCSJ in the project, then you will need 1 form for each RCSJ with the percentages calculated for each. This is required as it is considered 2 different payments, and we treat it as such with the form. Any 90% payment request that includes partial payments requires that you include all previous partial payment billing packages for the final billing. There is help form that include cells with comments that will include instructions to help guide you on what is needed in that field. They will appear when you hover over the cell with the red flags in the top right corner. I believe this is in SharePoint or you can ask someone to send it to you. 

https://txdot.sharepoint.com/:x:/r/sites/division-ROW/Utilities%20Team%20Work%20Area/Training%20Development%20-%20Utilities%20%26%20District/U27-%20with%20help%20comments.xlsx?d=w4e5cdc4c113c43369825c79d830612dc&csf=1&web=1&e=A81Shr&nav=MTVfezAwMDAwMDAwLTAwMDEtMDAwMC0wMDAwLTAwMDAwMDAwMDAwMH0
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• Utility Invoice

Attachment 
“F”
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Include:
• District date stamp
• Utility letterhead/logo 
• Utility name, address, and phone #
• Invoice states “Final invoice” or “Partial invoice” 
• Invoice date 
• TIN # (matches CPA screenshot)
• Project info
• Major category expense breakdown 

(Engineering, Construction, Labor, etc…)
• Eligibility ratio %
• Salvage credit and Betterment %

Utility 
address & 
phone #

Invoice # 
and Date

Letterhead 
& Name

Project 
Info

States “Final 
Invoice”

Project 
Start and 
End Date

District Date Stamp (Stamp 
must state “RCVD”)TIN (matches CPA screenshot)

Major 
Category 

breakdown

Billable date matches 
“End Date” (highlight in 
supporting documents)

Eligibility 
Ratio

Remit to 
address for 

Payment

Presenter Notes
Presentation Notes
Things to look for on the utility invoice upon reviewing are the following the District date stamp, ensure you stamp the invoice the day it is received. READ BULLETS
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• Cost Comparison 
Sheet

Attachment 
“G”
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• Estimated costs as 
listed in the standard 
utility agreement vs. 
the actual costs 
incurred on the 
project.

• Buy America items 
marked with an ‘*’ 

• Percent of difference 

Estimated cost as listed 
in SUA or Supplemental 

vs Actual Cost

Buy America items – mark 
with Asterisk (*)

If cost difference is more/less than 
25% or $100,000 then ensure a 

Supplemental was executed

Cost Comparison: approved total estimated cost vs actual cost

A supplemental agreement is required for a cost adjustment 
of +/- 25% or $100,000.00. Or for a major scope change.

• Reference cost 
estimate line item/ 
insert on Form 1818 
in Description

Note line item # on Form 
1818 in Description

Presenter Notes
Presentation Notes
Estimated Cost Note: The utility can utilize the cost estimate sheets from the agreement to compare to the actual cost for the comparison. Overhead percentage stated & explanation of what makes up the initial overhead or difference. (overhead is subject to audit so the more information you have the better)
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• Supporting 
Invoices

• Certified Ledger

Attachment 
“H”
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What do you look for on supporting  Invoices?

Contractor Name:
Address:

Utility Name:
Address:

Confirm invoice 
is to utility

Confirm it is an 
invoice

Confirm dates are 
within range

Preferably, 
project is noted

Add the amount to 
your cost 

documentation total

Cost breakdown can 
be reflected from the 

cost estimate

Presenter Notes
Presentation Notes
READ FIRST- The utility will include supporting documents for the actual costs incurred for the project. Invoices and/or certified ledgers must be the total calculation that equals the amount invoiced for reimbursement. What to look for on a supporting invoice- CLICK- confirm the invoice is billed to the Utility. -CLICK- it is an invoice –CLICK- dates are within range, -CLICK- and it is preferred that the project is noted or –CLICK- at least cost breakdown can be reflected from the cost estimate. –CLICK- Add the amount to your cost documentation total.We are going to go over some other supporting documents for Attachment H.
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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.

Presenter Notes
Presentation Notes
Here is an example of an unacceptable supporting documentation. It is ok to include supporting documents for the supporting invoices but again this alone is not a cost documentation. 
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Labeled
 “Certified Ledger”

Project 
Information

Company 
Letterhead

Statement 
certifying the 
information

Signed by an 
Authorized rep. 
includes title of 

signer
Page is

numbered as a 
single document

• Utility Letterhead/logo

• Labeled “Certified Ledger”

• Project information: (Utility#/Utility ID#, 
RCSJ, CSJ, HWY, County, limits: to and 
from)

• Ledger will include Material descriptions 
as described in the cost estimate.

• Certifying statement with authorized 
signature, title, and date.

• Pages are numbered and grouped as a 
single document (if applicable)

Material 
descriptions

Presenter Notes
Presentation Notes
READ FIRST-If "in-house inventory” is used, include a certified inventory ledger and provide the in-house supporting documentation such as an inventory log/report. Things to look for with any kind of certified ledger ensure it is on -READ BULLETS and CLICK each one!!!!
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• Utility letterhead/logo

• Labeled “Certified Ledger”

• Project information: (Utility#/Utility ID#, 
RCSJ, CSJ, HWY, County, limits: to and 
from)

 
• Timesheet ledger will include: date,  qty of 

hours, rate, and classification.

• Certifying statement with authorized 
signature, title, and date

• Pages are numbered and grouped as a 
single document (if applicable)

Project 
Info Labeled

 “Certified Time-sheet” Units 
and 

Rates

Company 
Letterhead

Signature 
and title

Certifying 
Statement

Presenter Notes
Presentation Notes
Certified timesheets will need to include the dates, rates, and hours. Same thing as the Material Ledger READ BULLETS. 
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Company 
Letterhead

Labeled
“Certified Ledger”

Project 
Info

Page is 
numbered 
as a single 
document

Invoice # Invoice
date

Invoice
amount

• Utility letterhead/logo

• Labeled “Certified Ledger”

• Project information: (Utility#/Utility ID#, 
RCSJ, CSJ, HWY, County, limits: to and 
from)

 
• Ledger will include: invoice #, invoice 

date, invoice amount, project deductions 
(salvage credit, etc), betterment 
calculation, eligibility ratio, and total 
calculations

Presenter Notes
Presentation Notes
As mentioned with the other types of certified ledgers we are looking for the same things here.
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Billable 
Date

Overhead 
explanation

Eligibility 
Ratio

Signature 
and title Certifying 

Statement

Page is 
numbered as a 

single document

• Latest billable date matches the Utility Invoice

• Ledger will include any project deductions (salvage 
credit, etc), betterment calculation, eligibility ratio, 
and total calculations.

• Certifying statement with authorized signature, 
title, and date

• Pages are numbered and grouped as a single 
document (if applicable)

Presenter Notes
Presentation Notes
Provided on this certified ledger are Overhead explanations. This is a great example for utilities to see that can be placed here. Overhead policies that are included in the SUA will need to be included in the billing packages as well. As a reminder Certified ledgers will be acceptable cost documentation, but it is preferred to supply the supporting invoices. 
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• Contract Work
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Confirm the lowest qualified bidder was 
selected in the supporting documents

Lowest Bidder

Bid Tabs: A minimum of three qualified bidders (A justification statement is required if the lowest qualified 
bidder was not selected.)

Presenter Notes
Presentation Notes
Construction contract work requires a Bid Tabulation to be included at billing to allow the district to ensure the lowest bidder was awarded. 
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Units and rates 
must match SUA 
cost estimate and 

cost documentation 
at billing

Engineering

• The engineering fee schedule provided by the utility is 
attached. 

•  A TxDOT employee or representative reviewed and verified 
the engineering fee schedule. (Must include a statement 
of verification in writing.)

Statement Example: The district has reviewed and 
verified the contract rates/fee schedule against the 
amounts charged on “month, day, year” with “the utility 
representative”. Signed by the reviewer.

Presenter Notes
Presentation Notes
READ BULLETS 
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• Continuing contract rates provided by the utility 
are attached. 

• A TxDOT employee or representative reviewed 
and verified the continuing contract rate sheet. 
(Must include a statement of verification in 
writing.)
 Statement Example: (The “Name” District 

has reviewed and verified the contract 
rates/fee schedule against the amounts 
charged and they agree.”)

Presenter Notes
Presentation Notes
Continuing contract rates provided by the utility are attached. Or a TxDOT employee or representative reviewed and verified the continuing contract rate sheet. (The statement of verification is required to be in writing.)
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• Buy America

Attachment 
“J”
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Most current 
form used

Material 
Supplier name

All fields are 
completed

Description of item 
matches Actual cost 

estimate
Heat numbers 

mut match MTR
State what the 

material is being 
used for

Must be 
notarized

Materials Statement (Form 1818)

• Verify all fields are completed.

• Verify the form is signed and 
notarized (ensure the notary is not 
expired at the time of signing)

• Label and cross reference cost 
estimate (Buy America items should 
be marked with an asterisk (*) with 
the form 1818

• Reference cost estimate line item/ 
insert on Form 1818 in 
Description

**Reference cost estimate line item/ insert on Form 1818 in Description

Presenter Notes
Presentation Notes
Buy America items must be marked on the cost estimate. All Buy America items should be verified before permanent placement on the project. No payments can be made without all documentation submitted and approved. It is recommended that the Utility submit the documentation to the districts when received so that it can be reviewed/approved early. Verify the fields for 1818 are completed and accurate, it is notarized, and you can reference the information to the MTR, Certification letters, and cost estimate. 
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Verify 
manufacture’s 
name matches 
“Mill name” on 

Form 1818

Heat number 
is 

highlighted 
and matches 
Form 1818

Material description 
matches Form 1818 

and Sua cost 
estimate

Qty. amount is at 
least what is listed 
on Form 1818 and 
SUA cost estimate

“Melted and 
Manufactured in the 
USA” Statement is 

highlighted

Materials Test Reports (MTR)
• Verify manufacturer’s (Mill) name 

matches form 1818 

• Highlight the heat numbers on the 
MTRs (must match form 1818)

• Highlight and verify the material 
description (must match form 1818)

• Highlight and verify the material 
quantity (must at a minimum cover 
what is stated on form 1818)

• Highlight the “Melted and 
Manufactured in the USA” statement 
or the “Country of origin: USA”.

Presenter Notes
Presentation Notes
MTRs are required to match the estimate and 1818 form that include the melted and manufactured in the USA statement. 
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Included on 
a Company 
Letterhead

Statement for 
“Melted/Manufactured in US 

and meet requirement of BA 23 
CFR 635.410 is provided

Project info 
is present

Item description and 
qty matches Form 
1818 and SUA cost 

estimate

Authorized company 
rep signed the letter

Material Certifications

• Verify the letter is on company letterhead

• Project information: (Utility#/Utility ID#, 
RCSJ, CSJ, HWY, County, limits: to and from)

• Material being certified is listed with the 
quantity stated

• Verify the certifying letter references the 
materials meet the requirement of Buy 
America 23 CFR 635.410 and “Melted and 
Manufactured in the USA”

• Verify an authorized company 
representative has signed the letter

 

Presenter Notes
Presentation Notes
Certification letters are required to match the estimate and 1818 form that includes the melted and manufactured in the USA statement as well. READ BULLETS
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• Quitclaim
• Easement 

Release
• Joint Use Agmt.

Attachment 
“K”
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Recorded 
Quit Claim

Recorded 
Quit Claim

Presenter Notes
Presentation Notes
Requirements for Quitclaim deed documents are that it is notarized and recorded. Here are 2 examples on the right of what a recorded Quitclaim can look like. One is barcoded and the other is stamped. An Exhibit or Attachment “A” will need to be included with the Quitclaim. We will look at an example of that in the next couple slides. 
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Recorded

Recorded 
Easement 

release

Presenter Notes
Presentation Notes
Here is an example of an Easement Release and it also requires to be recorded you can see both examples here as well. It will also require an exhibit or attachment A that shows the location. 
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Plans that 
provide location

Exhibit “A” or Attachment “A”

• Included in billing package

• Exhibit A”/Attachment “A” provides location

Presenter Notes
Presentation Notes
Here is an example for Exhibit “A” Ensure it is included and made part of your quitclaim or easement release. It is the utility’s responsibility to provide a recorded Quitclaim or easement release but if you are having a hard time getting one provided you can contact ROW Project delivery, and they can assist you in recordings. 
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Presenter Notes
Presentation Notes
If there is a Joint use agreement executed separately from the SUA then you will include it in your billing package. And don’t forget if there are any changes in the scope of work then make sure you include the As-Built plans. 
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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

Presenter Notes
Presentation Notes
When submitting a billing package ensure it is in a single PDF and documents are in order, upright, and legible. Let’s do a quick recap of come of the documents on assembling a payment package. Also, don’t forget to update TxC so that information is live on the status of projects and payments. 
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txdot.sharepoint.com/sites/division-ROW/Job Aids/Forms/AllItems.aspx?id=%2Fsites%2Fdivision-ROW%2FJob 
Aids%2FUtility Reimbursement Guide with Examples%2Epdf&parent=%2Fsites%2Fdivision-ROW%2FJob Aids

Employee Resources
Job Aid/Guidance Documents
Topic: Utilities (4)
 Utility Reimbursement Guide 
      with Examples

https://txdot.sharepoint.com/sites/division-ROW/Job%20Aids/Forms/AllItems.aspx?id=%2Fsites%2Fdivision%2DROW%2FJob%20Aids%2FUtility%20Reimbursement%20Guide%20with%20Examples%2Epdf&parent=%2Fsites%2Fdivision%2DROW%2FJob%20Aids
https://txdot.sharepoint.com/sites/division-ROW/Job%20Aids/Forms/AllItems.aspx?id=%2Fsites%2Fdivision%2DROW%2FJob%20Aids%2FUtility%20Reimbursement%20Guide%20with%20Examples%2Epdf&parent=%2Fsites%2Fdivision%2DROW%2FJob%20Aids
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Presenter Notes
Presentation Notes
Does anyone have any questions with what we went over with today? Thanks to everyone who attended and I hope you all have a wonderful day! 
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https://www.surveymonkey.com/r/VSB3M3S 

Presenter Notes
Presentation Notes
Does anyone have any questions with what we went over with today? Thanks to everyone who attended and I hope you all have a wonderful day! 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2FVSB3M3S&data=05%7C02%7CLaura.Bellard%40txdot.gov%7C73b331c782184b6f024f08dcde73b8a7%7C39dba4765c094c6391dace7a3ab5224d%7C0%7C0%7C638629835802216431%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=XMYQJqyFh%2B%2FF%2BxbmLRFZLG2SP7yNBz5YhAodvbPuG%2BQ%3D&reserved=0
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