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NTI A Projects Original Issue Date: TBD CON·08

Resource: Construction Revision 0 Issue Date: TBD Page 1 of 9

Title: Construction Contractor Pay Estimate

1.0 PURPOSE:
The purpose of this procedure is to define the process for generating and approving Construction Contractor Pay
Estimates for the NTTA.

2.0 RESPONSIBILITIES:
2.1 Assistant Executive Director (AED) - The AED shall be responsible for approving and signing the hard copy

Payment Recommendation Transmittal (PRT) when the pay estimate is greater than $25,000.00.

2.2 Director of Project Delivery (DPD) - The DPD shall be responsible for reviewing and approving all Project
Delivery funded Construction Contractor Pay Estimates in EPDS and signing the hard copy Pay Estimate
and the PRT.

2.3 Director of Maintenance - The Director of Maintenance shall be responsible for reviewing, approving all
Maintenance Department funded Construction Contractor Pay Estimates, and signing the hard copy pay
estimates and upon EPDS integration, shall be responsible for approving pay estimates in EPDS.

2.4 Director of Information Technology - The Director of Information Technology shall be responsible for
reviewing, approving all Information Technology Department funded Construction Contractor Pay
Estimates, and signing IT Construction Contracts in EPDS and signing the hard copies and PRT.

2.5 NTTA Manager of Construction Project Delivery - The NTTA Manager of Construction Project Delivery shall
be responsible for reviewing and recommending approval of the assigned construction contractor pay
estimates in EPDS.

2.6 NTTA Technical Oversight Leader - The NTTA Technical Oversight Leader shall be responsible for
reviewing and recommending approval of the assigned construction contractor pay estimates in EPDS.

2.7 NTTA Manager representing NTTA Maintenance or NTTA Information Technology - The designated NTTA
Manager shall be responsible for reviewing and recommending approval of any assigned construction
contractor pay estimates in EPDS.

2.8 NTTA Project Delivery (PD) Contracts Manager - The NTTA PD Contracts Manager shall be responsible
for reviewing the approved pay estimate hard copy and signing the Payment Recommendation Transmittal
(PRT) for Project Delivery funded Construction Contractor Pay Estimates.

2.9 NTTA Maintenance Assigned Manager - The NTTA Maintenance Assigned Manager shall be responsible
for reviewing the approved pay estimate hard copy and signing the Payment Recommendation Transmittal
(PRT) for Maintenance funded Construction Contractor Pay Estimates.
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2.10 NTTA Information Technology (IT) Assigned Manager - The NTTA IT Assigned Manager shall be
responsible for reviewing the approved pay estimate hard copy and signing the Payment Recommendation
Transmittal (PRT) for IT funded Construction Contractor Pay Estimates.

2.11 Construction Manager / Resident Engineer - The Construction Manager / Resident Engineer shall be
responsible for reviewing and recommending approval of the construction contractor pay estimate in EPDS.

2.12 Office Engineer - The Office Engineer working for the NTTA assigned Construction Manager / Resident
Engineer shall be responsible for creating the construction contractor pay estimate in EPDS and for making
any adjustments required as the pay estimate is reviewed and ultimately approved.

2.13 Project Delivery Construction - The assigned Project Delivery Construction staff (can be consultant or
NTTA staff) shall be copied in EPDS when the Construction Manager / Resident Engineer recommends
approval to the NTTA Manager of Construction and shall be responsible for reviewing the Pay Estimate.
The NTTA Manager of Construction will typically hold the Pay Estimate for approximately 24 hours in case
either PO Construction or the Corridor Manager / Resident Engineer request the Pay Estimate be rejected
and re-submitted. Any comments after approval shall be sent to the Office Engineer for adjustment on the
next Progress Payment.

2.14 Corridor Manager / Project Manager - The Corridor Manager / Project Manager or assigned Deputy
Corridor Manger shall be copied in EPDS when the Construction Manager / Resident Engineer
recommends approval to the NTTA Manager of Construction and shall be responsible for reviewing the Pay
Estimate. The NTTA Manager of Construction will typically hold the Pay Estimate for approximately 24
hours in case either PO Construction or the Corridor Manager / Resident Engineer request the Pay
Estimate be rejected and re-submitted. Any comments after approval shall be sent to the Office Engineer
for adjustment on the next Progress Payment.

2.15 PO Technical Specialist - The PO Technical Specialist shall be responsible for obtaining DPD and AED
signatures and subsequently delivering the original pay estimate package to the NTTA Finance/Accounting
Department for review and payment.

2.16 Project Delivery (PO) Invoice Management Staff - The PO Invoice Management Staff shall be responsible
for printing of the pay estimate and routing for approval.

2.17 NTTA Maintenance Staff Member - The NTTA Maintenance Staff Member shall be responsible for printing
of the pay estimate, for obtaining Department Director signature and subsequently delivering the original
pay estimate package to the NTTA Finance/Accounting Department for review and payment.

2.18 NTTA IT Staff Member - The NTTA IT Staff Member shall be responsible for printing of the pay estimate,
for obtaining Department Director signature and subsequently delivering the original pay estimate package
to the NTTA Finance/Accounting Department for review and payment.
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3.0 SCOPE/APPLICABILITY:
This procedure shall apply to all NIT A construction contractor pay estimates

4.0 REFERENCES:
NIT A Construction Manual Section 5.15 - Pay Estimates and Computations
CON-O? Control of Nonconforming Items during Construction

Basic Pay Estimate Rules:
• Payment for construction services shall utilize the NIT A's electronic workflow application tool called "EPDS

- Invoices Pre-Commit Module", referred to as "EPDS Pay Estimate" in this procedure.

• Construction Contractor Pay Estimates shall be created in most circumstances on a monthly basis as an
estimate of all acceptably completed and measured quantities of work for a monthly progress payment.
o The contractor shall not be paid for unacceptable items considered "nonconforming" or "in dispute"

until resolved.

• The contractor will be paid for any incentives or specification driven bonuses earned and added to the
contract by an NITA approved Change Order during the current payment period.

• In addition, the contractor will be accessed any accrued penalties during current payment period.
• Construction Contractor Pay Estimates are created when a contractor is active.

o During periods of little or no activity, the payment period may cover more than one month.
o Special circumstances, such as releasing retainage (if applicable) or paying mobilization, can have

more than one pay estimate may be created per month, and do not have to wait until a regular monthly
date, but this condition shall require coordination with and pre-approval by NIT A before processing
this type of Pay Estimate.

• Due date is 151 day each month by 10:00am in EPDS to NIT A Construction Manager assigned to review
and recommend approval of Pay Estimate. In case of holiday or weekend deadline is extended to next
working day.

o Normal Pay Estimate cutoff date is nominally 25th of each month.
o Cutoff of 25th may be adjusted by Construction Manager / Resident Engineer to fit work and

Contractor request BUT doesn't change 1st of month deadline which MUST be met.
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o Construction Manager / Resident needs to make clear to the Contractor that all Material on Hand
(MOH) requests need to be submitted with full documentation in time to be review and submitted to
make the above deadlines or they will be considered for the next progress payment. The Pay
Estimate is not to be held up, but shall be submitted to NTIA by the first of the month.

6.1 Office Engineer Duties: The Office Engineer shall generate an electronic EPDS Pay Estimate for
completed and measured quantities of work in accordance with CON-08-A 1. The following activities shall
be performed by the Office Engineer:

• Enter quantities from Daily Pay Item Report of all work deemed acceptable by the Construction
Manager / Resident Engineer and available for payment to the contractor.
o This can be done daily or as daily inspection reports are reviewed by the Chief Inspector and a

draft Pay Estimate can be created.
o These quantities can be printed as draft and shared with the Contractor as the month progresses.

There is no need to wait until the end of the month to enter these items in EPDS.
o The Contractor should be made aware of the quantities intended for payment for the cutoff period

each month and given draft copies for completed work.
• Also the Contractor should be made aware of any NCRs or otherwise disputed quantities

that are being withheld from progress payment until an outstanding issue is resolved.
• The Contractor should be made aware if the Progress Schedule has not been approved and

if the Construction Manager / Resident Engineer intends to withhold 10% of the progress
payment until the schedule can be re-submitted and approved.

• The Contractor should be made aware of any Liquidated Damages to be assed in this
progress payment period due to any contract milestones, substantial completion or final
completion dates missed.

• The Contractor should be made aware of any contract adjustments per a spec item or
bonuses or incentive payments for reaching milestone per the contract that are intended to
be applied to this Pay Estimate.

• Complete Contract Time Statement Form CON-08-F1 and have it signed by the Construction Manager
/ Resident Engineer and scanned and attached to the Pay Estimate in EPDS.

• Complete, scan and attach Material on Hand, TxDOT worksheet Form 1914
• Complete, scan and attach Material on Hand, TxDOT worksheet Form 1915

• Scan and attach backup documentation
• Submit the EPDS electronic Pay Estimate to the Construction Manager / Resident Engineer for review.
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6.2 Construction Manager I Resident Engineer Duties: The Construction Manager / Resident Engineer shall
review the EPDS Pay Estimate for accuracy, completeness, compliance and progress status, and if issues
are found, shall return it to the Office Engineer for correction and re-submittal. If recommended for approval,
the Construction Manager / Resident Engineer shall:
• Prepare a written statement relating actual job progress and budget to the latest approved job

progress/budget and scan the above statement and attach it to the EPDS electronic Pay Estimate
• Submit the EPDS Pay Estimate to the designated NTTA Manager, based on the funding department-

o Manager of Construction Project Delivery, NTTA Technical Oversight Leader, Project Delivery
Alternate Delivery Manager (For Project Delivery funded projects)

o Director of Information Technology or designated Manager (For NTTA IT funded projects)
o Director of Maintenance or designated Manager (FOR NTTA Maintenance funded projects)

• At the same time of submitting the EPDS Pay Estimate the Construction Manager / Resident Engineer
shall send copies to Project Delivery Construction and the Corridor Manager / Project Manager in
EPDS for review. The NTTA Manager will hold the Pay Estimate approval for approximately 24 hours
in case either PD Construction or the Corridor Manager / Project Manager requests the Progress
Payment be rejected and re-submitted. Amy comments after approval should be sent to the Office
Engineer for appropriate adjustment on the next Progress Payment.

6.3 The designated/funding NTTA Manager shall review the EPDS Pay Estimate, and if issues are found, shall
return it to the Office Engineer for correction and re-submittal. If recommended for approval, the
designated/funding NTTA Manager shall submit the EPDS Pay Estimate to the designated NTTA
Department Director, based on the funding department -

o Director of Information Technology
o Director of Maintenance
o Director of Project Delivery

6.4 The designated/funding NTTA Department Director shall review the EPDS Pay Estimate, and if issues are
found, shall return to the Office Engineer for correction and re-submittal. If no issues are found, the
Department Director shall approve the EPDS Pay Estimate and send an EPDS notification to the
appropriate staff member for further processing ..

6.5 The PD Invoice Management Staff shall:
• Print out the Pay Estimate
• Log the Pay Estimate in the Pay Estimate Tab of the Project Delivery Tracking System
• Prepare the PRT
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• Forward the original Pay Estimate package to the PD Contracts Manager

6.6 The PD Contracts Manager shall review the original Pay Estimate, initial the PRT, and forward the Pay
Estimate package to the PD Technical Specialist. If the PRT is rejected the PD Contracts Manager shall
return it to the PD Invoice Management Staff.

6.7 The PD Technical Specialist shall perform the following activities:
• Forward to the DPD for review and signature on the PRT
• Forward to the AED, when the Pay Estimate is greater than $25,000, for review and signature on the

PRT
• Create a receipt against the purchase order in PeopleSoft
• Make a file copy of the signed original Pay Estimate Package and forward it to the PD Invoice

Management Staff
• Forward the signed original Pay Estimate Package to the NTT A Accounting Department

6.8 The Invoice Management Staff shall perform the following activities:
• Scan the file copy of the signed original Pay Estimate Package and upload the PDF into Content

Management.
• Return the file copy of the signed original Pay Estimate Package to the PD Technical Specialist

7.0 REGULATORY REQUIREMENTS:
N/A

8.0 RELATED BOARD POLICY:
• NTT A Business Opportunity Program and Policy

9.0 COMPONENT DOCUMENTS:
• CON-08-F1 NTTA Contract Time Statement (create link)
• CON-08-A 1 EPDS Workflow Reference Card (create link)
• TxDOT worksheet Form 1914 (create link)
• TxDOT worksheet Form 1915 (create link)
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CON-08 Construction Contract
Pay Estimate Process Flowchart

YES

~
YES

o~

YES

Contractor

I Construction Manager I Resident Engineer I

I NTTA Department Director (Fund Source) I
Responsibility Color Key

Contractor submits any requests for Material on Hand (MOH)
on TxDOT Forms 1914 & 1915 with paid invoices as back-up to
the Construction Manager I Resident Engineer.

Construction Manager I Resident Engineer reviews MOH
request and determines if it has sufficient back-up and meets
Item 9.7 criteria and is located at the job site.

Office Engineer creates EPDS Pay Estimate
- Enters quantities of all complete items
-Checks to see if Contractor Progress Schedule submitted and
approved or if 10% penalty will be assed on this Pay Estimate
-Checks to see if Liquidated Damages are being assessed
-Add any bonuses or penalties accrued this Pay Estimate
-Attaches Material On Hand documentation
-Creates CON-08-F1 (Contract Time Statement)

Construction Manager I Resident Engineer:
- Reviews Pay Estimate

-If Recommends Approval, Then sends informational copies
for concurrent review to PD Construction and to Corridor
Manager I Project Manager
- Prepares written statement relating actual job progress to
current approved schedule and attaches in EPDS
- Signs Contract Time Statement and attaches in EPDS

NTTA Manager:
- Reviews Pay Estimate & Material on Hand Attachments
- Reviews Contract Time Statement
- Checks Schedule Progress Attachment Statement from
Construction Manager I Resident Engineer & Pay Item to
withhold 10% of Progress Pay Estimate for this month until
schedule is approved
-Checks Liquidated Damages & Contract Adjustments

NTTA Department Director:
- Reviews Pay Estimates
-Approves or Rejects Pay Estimate
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Construction Pay Estimate
Process for Project Delivery
funded NTTA Projects Only

Project Delivery Invoice Management Staff:
- Prints out the Pay Estimate
-Logs in Pay Estimate Tab of Project Delivery Tracking System
-Prepares Payment Recommendation Transmittal (PRT)
-Forwards original Pay Estimate Package to PO Contracts Mgr

Project Delivery Contracts Manager:
- Reviews original Pay Estimate for Form & approvals
- If approved, initials Payment Recommendation Transmittal (PRT)
- Forwards original Pay Estimate package to PO Technical Specialist
- Rejections are sent back to 6.5

Project Deliver Technical Specialist:
- Forwards to OPO for review & signature on PRT
- Forwards to AEO if >$25.000 for review & signature on PRT
- Creates a receipt against the Purchase Order in PeopleSoft
- Makes a file copy of signed Pay Estimate Package for PO
Invoice Management Staff to upload into EPOS
-Forwards signed original Pay Estimate Package to the NTIA
Accounting Department

Project Delivery Invoice Management Staff:
- Scans the file copy of the signed original Pay Estimate
Package and upload the content into Content Management
-Returns file copy of the signed original Pay Estimate Package
to PO Technical Specialist

Project Deliver Technical Specialist:
- Files the signed copy of the Pay Estimate Package in the PO
Plan Room
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Revision Revised by: Date Issued DRN Reason for Revision
0 David Kastendick TSD 10371 Original Issue - This procedure is being created for Construction

Contract Pay Estimates. Previously referenced in CA-02.



EPDS Construction Pay Estimate Workflow
Reference Card CON-08-A 1

Roles Owner Inputs/Actions EPDSWorkflow Notifications

•
Create/Update

Construction Pay ~
Estimate

Pay Estimate
e.pproved?

•

Resident
Engineer

or
Construction

Manager

Input (General Tab> Main page):
1-TitJe
2-Cost Period
3-Substantially Complete
4-Notes
5-lnvoice Creation Date
6-lnvoice Start Date
7-lnvoice End Date
8-NTTA Contract Representative: Company

& Contact"
9-Prime Contractor/Consultant: Company &

Contact"
1Q-Consultant Company & Contact"

11-Required Signatures

"NTTA Contract Representative, Prime
ContractortConsultant and Consultant are
auto-populated from the refated contract.

Input (General Tab> Line Items page):
NO TE: The following fields wilt need to be
entered for each line item displayed on the
invoice,
LINE ITEM
1-ltem Number/Code
2- This Invoice General Qty

Input:
1-Custom Message: This Pay Estimate is
not approved due to

Input:
1-Custom Message: This Pay Estimate is
approved ..

Input:
1-Custom Message This Pay Estimate IS

not approved due to.

Input:
1-Custom Message: This Pay Estimate is
recommended for approval..

Input:
1-Custorn Message This pay estimate is nol
approved due 10

Input:
1-Custom Message: This pay estimate is
approved for payment ..

Resident Engineer or Construction
Manager prints the approved pay
estimate and submits to the
Contractor for their file.

SET TO PENDING
[to RESIDENT ENG or

CONSTRUCTION MGR]

TO: OFFICE ENGINEER
CC: None
[Black. auto-populates
Red. must be manually
entered]

TO: NTTA DEPT MGR
CC: PO Construction,
Corridor Mgr/Projecl Mgr

TO: OFFICE ENGINEER
CC: Resident Engineer I PENDING
Construction Mgr. ACCEPTANCE

Corridor Mgr/Project Mgr

TO: OFFICE ENGINEER

----~ CC:
Corridor Mgr/Project Mgr,
NTTA Construction Mgr,
Resident Engineer I
Construction Mgr

CC: Corridor Mgr I
Project Mgr, NTTA
Construction Mgr. R.E.
or Const Mgr. Office
Engr, PO Contracts Mgr

NTTA
Department

Manager

NTTA
Department

Director



NTTA.
Contractor's Notice to Proceed (NTP) Date: MM/DDlYear
Per contractor Date Time Charges Begin: MM/DDlYear
Number of Davs to Substantial Completion at Bid:
Number of Days Adjusted by Change Order:
Current number of Days:
Days charged Previously:
Days charged this Period:
Days charged to Date:
Date Physical Work Complete: MM/DDlYear

Assessed Liquidated Damage Days Previously:
Contract Liquidated Damage Rate:
Liquidated Damage Days This Period:
Liquidated Damage Days To Date:
Total Amount of Liquidated Damages To Date: $0.00

IMilestone Bonus or Penalty:

Icorridor:
Section:
Contract #:

Ipay Estimate Period:

IContractor:

In Contract Actual
Milestone 1 Days:
Milestone 2 Days:
Milestone 3 Days:
Milestone 4 Days:
Milestone 5 Days:
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October 19, 2011 : 9:00 am - 12:00 pm
CON-OB Construction Pay Estimate Training
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Sign-In Sheet
October 19, 2011 : 1:30 pm - 4:30 pm

CON-DB Construction Pay Estimate Training
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CON-DB Construction Pay Estimate Training
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From:
Sent:
To:
Cc:
Subject:

Faruk,Omar
Monday, February 13, 2012 2:19 PM
Kastendick, David
Nkele, Ijay; Musa, Basel; Federspiel, Troy
QMS Release and EPDS Proliance Help Files

Recipient

Kastendick, David

Nkele,ljay

Musa, Basel

Federspiel, Troy

Delivery

Delivered: 2/13/2012 2:19 PM

Delivered: 2/13/2012 2:19 PM

Delivered: 2/13/2012 2:19 PM

Delivered: 2/13/2012 2:19 PM

As you know the new procedure, CON-08 was released in the QMS recently. Please advise if any EPDS
Proliance Help Files need to be updated.

Thanks,
Omar



N7rA®
NORTH TEXAS TOLLWAY AUTHORITY DOCUMENT RELEASE NOTICE· CLOSEOUT CHECKLIST

I DRN Number Ii (S~r\ I
To be completed BEFORE the DRN is released YES

Latest revision of QM-12-F1 form used and submitted b the ori inator ~
Soft copy of the new/revised documents has been submitted with QM-12-F1
Soft copy inclusive of embedded files (pictures, visio flowcharts) has been
submitted,
All required information have been provided in QM-12-F1 ~
Pro er document t pe has been selected in Document T pe box of OM-12-F1 ~
Relevant t e s of chan e have been marked in T pe of Chan e box of QM-12-F1
Process owner/originator submitted training record where change is classified as
ma'or
A DRN number is assigned
New/revised document was created/changed usin current QM-12-F2 format
Compared the word documents with source files to create red line as a licable
All sellin has been checked and found correct
Latest NTTA 10 0 is available in the document if a licable
Ori inator and all review team members have a roved and si ned QM-12-F1
All requested chan es have been incor orated in the source file
All Forms/Attachments have been referenced in the arent rocedure
All Forms/Attachments/Procedures have been referenced in all other documents
All external website h erlinks are correct ~
All the internal OMS links are correct and workin fine gj
All Forms/Attachments/Procedures have been linked to their associated documents ~
New Forms/Records have been added to the Record Matrix D

Date:
Name:
Signature:

h
\'<\d'~er-~~

NO
D
D
D

D
D
D
D

D
D
D
D
D
D
D
D
D
D
D
D
D

N/A
D
D
D

D
D
D
D

D
D
~
D
D
D
D
D
D
D
D
D
D

Revised/New document is available in updated online version of QMS Manual ~ D D
All links in the new/revised documents are working fine ~ D D
All flowcharts in the document are visible/readable ~ D D
An e-mail notification has been sent to the distribution list D ~ D
Scanned e-mail notification and inserted into DRN number D D ~
Updated DRN tracking log with release information )c D D
Moved DRN working folder to Archive folder D D
Filed hard copy of the DRN package D D
Spreadsheet for Controlled Document Numbers has been updated D D
Spreadsheet for Document Linking updated as applicable D D

Name:
~ 0 lY)frf. FA~lW--

Signature:. . r---' ~_
.~.M. "/\A ~- 'c~" ,,-r'~




