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Presenter
Presentation Notes
Temple Mckinnon-Thanks everybody for joining us today. This webinar is information we put together to kick off this cycle of planning and to give you all the opportunity to ask questions about invoicing process and contracts in general. We will also be recording this webinar and making it available to you all as a reference through our website, so you can go back and check what it is we had to say or to pass it on to new folks as they come onboard to help you with your contracts and invoicing. Also, feel free to use the chat box to let us know if you have any questions, although some of you have audio through your computer mic, so definitely speak up if you’ve got questions. We will try to stop as we progress through the webinar, but please feel free to use that chat box and we will monitor it as we go. I have myself, Phyllis Thomas and Lisa Farrell here of our contracts division, you guys have worked with them over the years.



The following presentation is based upon 
professional research and analysis within the scope 
of the Texas Water Development Board’s statutory 
responsibilities and priorities but, unless specifically 
noted, does not necessarily reflect official Board 
positions or decisions. 
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Presenter
Presentation Notes
This is just a general disclaimer we have on most of our presentations.



Outline 
• Fifth Cycle – background and where we are now 
• Applications and amendments 
• Certification of Procurement for Subcontractors & 

Agreement submission  
• Changes within TWDB/Subcontractor task or 

expense budget 
• Detailed requirements for Requests for 

Advances/Reimbursement 
• Examples of checklists, ledgers, eligible/ineligible 

expenses 
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Presenter
Presentation Notes
This is an outline of what we are going to cover in this presentation.  I will first touch on where we are at on the fifth cycle from a contracting perspective. We have a request for applications out there right now, so we will cover some milestones and highlights. Phyllis and Lisa will speak about Certification of Procurement for your Subcontractors, what the process look like, what you need to do if you have changes on your subcontractor budgets. Then they’ll go over some details about your payment request and invoicing reimbursements and then provide some example documentation. Again, we will stop in between each of these to see if you have any questions.



Fifth Cycle – Background and  
Where We Are Now 

• Fifth cycle kicked off in December 2014 with the first 
Request for Applications (RFA) 
– Committed $1.6 million for Tasks 2A, B, and partial Task 10 

• Regions should have held public input meetings and 
procured consultants  

• First set of draft projections just released 
• See website for current working schedule: 

http://www.twdb.texas.gov/waterplanning/rwp/planningdoc
u/2021/current_docs.asp 

• Will be coordinating in near future with political 
subdivisions on a “best practices guide” for Regional 
Water Planning Administration  
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Presenter
Presentation Notes
So, fifth cycle planning and where we at now. Back in 2014, you’ll probably remember, we were hurriedly trying to get you guys under contract as you tried to wrap up your plans. We had this timeline in place because we operate under biennial appropriation of funds, so we have to get those under contract by the end of fiscal years. In 2014 we needed to get the $1.6 million out to all of you for the tasks of doing municipal and non-municipal projections, tasks 2A, and 2B in the current scope of work. We also partially funded part of Task 10 which is your public participation task that allows you to have meetings and so forth. So now 2 years down the road, I think most have conducted your public input meetings and procured your technical assistance through consultants, but just as a general reminder before you do any technical work  with your sub-contractors that you are seeking reimbursement for, you’ll have to hold those public input meetings as required by rules at the beginning of each cycle planning to hear from the public what it is they feel your planning groups should be addressing in the regional plan in the upcoming cycle. Tasks 2A & 2B, those are projections, and back in the end of December we released our draft population and municipal water demands and mining demand projections, those are out there for your groups to be working on.  There’s more to come in the near future on some webinars with projections, but your group should be working on that. You can check our website for the current working schedule of what the 5th cycle timeline looks like.  But then specific to you all as political subdivisions, we held a work session with our Board back in November, and all the chairs attended and some political subdivision representatives were there as well. And the topic was raised about the Board providing a best practices guide for the administration of regional planning groups. We will be contacting you all as contract administrators and administrative agents. For a couple of planning groups, there are two different entities, but, we will be sure to wrap everybody in the conversation, and will assess your availability and will have a conference call to get the ball rolling and see what’s the best way to go about developing the information we can provide.

http://www.twdb.texas.gov/waterplanning/rwp/planningdocu/2021/current_docs.asp
http://www.twdb.texas.gov/waterplanning/rwp/planningdocu/2021/current_docs.asp


Applications and Amendments 

• 2nd RFA for the fifth cycle 
– Incorporates total study cost for each region (total of $15.9 

million) 
– Commits funds from Fiscal Years 2016-2017 (total of $5.7 

million) 
• Schedule 

– RFA deadline February 21, 2017 
– Applications to TWDB Board (anticipated April 6, 2017) 
– Amendments will be mailed to Political Subdivisions by 

early May, 2017 
– Amendments must be executed by both parties by August 

31, 2017 
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Presenter
Presentation Notes
There’s currently a request for funding applications to complete the fifth cycle of planning. This is the last RFA for this cycle of planning. It is going to incorporate the total study cost for each regional plan development and the statewide total is about 15.9 million dollars. When we put together these contract amendments to incorporate the total study costs, we will also be committing additional funding beyond the 1.6 million that was already committed to you all. It will fill up your scope of work, so all tasks required to develop the regional water plan will be included in this upcoming amendment at the end of this RFA.  The deadline to submit those request for applications is February 21st, at noon. We anticipate taking those funding recommendation to our Board at their  April 6 meeting, that will give us permission to negotiate and execute contracts. Immediately following that meeting, we will be sending out 16 contract amendments in early May. We will have a deadline of execution for those amendments on August 31 of this year.



RFA Documents and Future Contract 
Amendments 

• Utilize RFA website for application and 
supporting documentation: 
http://www.twdb.texas.gov/waterplanning/rwp/planningdoc
u/2021/RFA_docs.asp  

• No additional RFAs for the fifth cycle funding 
• Contracts will be amended two more times 

during the fifth cycle to commit additional 
funds up to the full study cost 
– Fiscal Years 2018-2019, and 2020 
– Anticipated additional total of $8.5 million 
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Presenter
Presentation Notes
The web link is where you can get all the information you need to respond to the Request for Applications. It is a standard form as you’ve done in the past. It is an application check list.  It has identical information to the past application you submitted back in 2014. Again, there are no more request for applications for this round of planning. This is the last time that you will do it for this cycle of planning. Later on, in the planning cycle, the Water Development Board will initiate contract amendments to further commit the remainder of the appropriated funds for your plans. 

http://www.twdb.texas.gov/waterplanning/rwp/planningdocu/2021/RFA_docs.asp
http://www.twdb.texas.gov/waterplanning/rwp/planningdocu/2021/RFA_docs.asp


Questions So Far? 

Logistics of contracts and payments will be 
covered next 
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Presenter
Presentation Notes
Do you have any questions at this point regarding the RFA? No, okay, we are going to move on to Phyllis Thomas.



Certification of Procurement (COP) for 
Subcontractors & Agreement Submission 
• Required for each cycle – COP form link: 

http://www.twdb.texas.gov/waterplanning/rwp/planningdocu/2021/doc/current_docs/admi
n_docs/2014_rwp_procurement_cert.pdf 

• Every subcontractor must be listed 
• COP responsibility resides with the entity which 

procures the subcontract  
• TWDB should review & accept the subcontract 

agreements prior to invoice submission, 
otherwise payment can be delayed or rejected 

• Utilize subcontracting guidelines document: 
http://www.twdb.texas.gov/about/contract_admin/doc/Subcontracting_Guidelines.pdf 
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Presenter
Presentation Notes
This is Phyllis Thomas with the contracts division, and we are going to talk about the certification of procurement. This was originally envisioned for the designated political subdivision to certify that their sub-contractors were procured based on qualifications. And if the political subdivision procured a team of professionals, then the entire team should be listed on the certification in the procurement form. And the political subdivision should be able to sign that form. And if any additional sub-contractors are solicited during the cycle, a certification of procurement needs to be signed either by the political subdivision or the prime sub-contractor depending on who solicited the additional sub-contractor. That revised form or new form should be submitted to TWDB along with a copy of the sub-contract agreement.  All sub-contract agreements for all professional services must be submitted to TWDB for review. We review the agreements to ensure that they are consistent with TWDB contracts. Failure to submit the agreement in a timely fashion could result in a payment request or advance either being rejected or delayed.

http://www.twdb.texas.gov/waterplanning/rwp/planningdocu/2021/doc/current_docs/admin_docs/2014_rwp_procurement_cert.pdf
http://www.twdb.texas.gov/waterplanning/rwp/planningdocu/2021/doc/current_docs/admin_docs/2014_rwp_procurement_cert.pdf
http://www.twdb.texas.gov/about/contract_admin/doc/Subcontracting_Guidelines.pdf


Changes within the TWDB  
Task & Expense Budget 

• 35% Flexibility of Budget 
• Exceeding 35% requires an Approved Budget 

Memorandum 
• Send email request to contracts@twdb.texas.gov, 

after planning group approval 
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Presenter
Presentation Notes
The TWDB contracts include a 35% flexibility for each task or expense line item. If the political subdivision wishes to re-alocate funds shown on the TWDB contract budget, an email request can be submitted to the email shown upon approval from the regional water planning group. The total sub-contracted line in the TWDB budget is subject to the 35% flexibility; however, expense line items within the sub-contractor category are not subject to the 35%.  So if you have a budget that includes voting member travel, or other expenses or a line item for sub-contractor, those items can be exceeded by 35% as long you don’t go over the total amount of the contract.  

mailto:contracts@twdb.texas.gov


Changes within the Subcontractor  
Task & Expense Budget 

• Subcontractor budgets are considered 
‘working budgets’ only 

• If revisions are needed, send email requests to 
contracts@twdb.texas.gov 
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Presenter
Presentation Notes
The individual working budgets for your sub-contractors, those budgets are really just working budgets, and if you need to revise those you can send TWDB a request and we will update them.  But if you need to switch, if you need to give one sub-contractor more funds than originally anticipated, then you might need to amend the other sub-contract agreements to decrease their budgets so that your total sub-contracted amount doesn’t exceed the sub-contract line (in the contract expense budget). Anybody have any questions?  Sub-contractor agreements are required to include a task and expense budget. However these budgets can be updated by TWDB by submitting a copy of the revised budgets to contracts, as long as the total contract amount for the sub-contract (expense category) has not changed. Now I’m turning this over to Lisa.

mailto:contracts@twdb.texas.gov


Request for Advances/Reimbursement 

• Timely Submission & Progress Reports 
• General Information Regarding Funds 
• Payment Request Checklist (refer to 

Compensation & Reimbursement section of the 
contract for details) 

• Invoice & Task Ledger of the Worksheet 
• Backup documentation 
• Eligible/Ineligible  & Denied Expenses  
• Proof of Payment to Subcontractors 
• Retainage 
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Presenter
Presentation Notes
Good morning, my name is Lisa Farrell. I’ve been with TWDB just over a year. I started here as the end of the 4th cycle was closing out. I processed all the payment requests for you all. We’re going to go through a couple of items: Timely Submission and your Progress Reports, General Information Regarding Funds, and we’ll go over the payment request checklist. When the contracts were executed, we should have sent you an Excel spreadsheet that shows different tabs. We will go over each of those tabs. We will go over some backup documentation, eligible and ineligible and denied expenses, proof of payment to the sub-contractors, and touch on retainage.



Timely Submission & Progress Reports  

• As per the contract, the CONTRACTOR/SUB 
shall provide written progress reports 
according to the PAYMENT REQUEST 
SUBMISSION SCHEDULE with each payment 
reimbursement request or release of advance 
funds  

• Please send the Progress Reports as a 
separate PDF with your payment packet 
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Presenter
Presentation Notes
As per your contract, you need to provide written progress reports in accordance to the payment request and submission schedule with each payment request or release of advanced funds. Timing is important. Your contract does state that you are to submit on a quarterly basis. The reason why I mentioned that I came in at the end of the 4th cycle closing was that sometimes I would receive about two years of invoices to review to get you all closed out.  That definitely presents a challenge, especially when we are looking at backup documentation and denying certain expenses. We do ask to have you stick to a schedule on submitting your invoices, even if you’re not up for a reimbursement or an advance. If you want to send those invoices on a monthly basis, I will take them. We will process them. We will get them applied toward your contracted amount. But, again, it certainly helps us, and it will definitely help you when we come to March of 2021 in closing this out.  We do ask that you send a progress report as a separate pdf with your payment package. 



General Information Regarding Funds 

• Two methods of distributing RWP Funds - 
Advanced & Reimbursed 

• Advances must be deposited into a separate 
interest bearing account 

• You must record Interest Earned amount on the 
Payment Request Checklist (PRC) for the previous 
billing period 

• Bank statements are not required unless 
requested at the end of the cycle for proof of 
interest reported 
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Presenter
Presentation Notes
Depending upon your contract with TWDB, you are either given an advance, or you are reimbursed by invoices.  Your contract stipulates that if you receive advanced funds, you are to deposit those in a separate interest bearing account. You do record that interest earned on your payment request checklist. Do not send the bank statements, because we just want you to record that interest earned. If we come to the end of the cycle and we’ve advanced you about $400,000 and you only claim that you receive $4.00 in interest, then we might question you for some back-up information.



How are Advances Calculated? 
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• Advances are calculated based on 20% of the 
total committed amount 

• In order to receive the next Advance, the Total 
Expenses required for submission must be at 
least 90% of the previous Advance 

• Example: Contracted amount is $100K, the 
Advance amount is $20K, you must submit at 
least $18K (90% of $20K) in expenses to 
qualify for the Advance of $20K 

Presenter
Presentation Notes
How are advances calculated? They are based on 20% of your committed amount.  In order to receive the next advance, the total expenses required for submission must be at least 90% of the previous advance. For example, if the contracted amount is $100K, the advance amount is $20K.  You must submit at least $18K in expenses to qualify for your next advance.



How are Advances Calculated? 
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Presenter
Presentation Notes
Here is an example of $100,000 for Region Z. Their first advance that they receive down here on the bottom on Sept. 3, 2015 was $20,000. But Region Z only submitted $12,132.51 (in documented expense); they did not make the minimum $18,000, so additional expenses are required or the advance will be $5,867.49. Does anybody have a question on how the advances are calculated?



Payment Request Checklist (PRC) 
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• TWDB contract number 
• Total expenses for the billing period; beginning 

(date) to ending (date) 
• Record amount in ‘Interest Earned’ section of PRC 
• Total costs to be reimbursed by the TWDB for the 

billing period, and 
• Certification, signed by the CONTRACTOR’s 

authorized representative, that the expenses 
submitted for the billing period are a true and 
correct representation of amounts paid for work 
performed directly related to this CONTRACT 
 
 
 

Presenter
Presentation Notes
We’re going to go ahead to the payment request checklist. As I stated before, we sent out an Excel spreadsheet that had a few tabs on them, one of them is a payment request checklist. It should have your TWDB contract number, your total expenses for the billing period beginning and end date, a place where you record your interest earned, your total cost to be reimbursed by TWDB, and we definitely need a signature and a date stating that everything is true and correct with the invoices being submitted that applied directly to the contract. Next slide is a sample of a payment request checklist. 
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Sample PRC 

Presenter
Presentation Notes
This is from the worksheet tab. Up on the corner for Region Z, you’ve got your contract number, payment request number at the top, your billing period for the payment request, the requested amount, either advance or by invoices. In the middle section, it shows the total expenses $12,132.51 from Region Z. They earned $15.00 in interest. The next slide is an older version the old school, obviously still acceptable. 



Sample RWP Advance Request 
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Presenter
Presentation Notes
At the top is the TWDB contract number, beginning and end date, your interest earned reported, and total eligible expenses for the period. I do ask that you make sure that there is a phone number and email address of whoever is submitting the request in case there's any questions we know who to go back to and ask for if any additional information is necessary. Any questions on the Payment Request Checklist?



Invoice (Expense) Ledger 
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• Total Expense and Task amounts must equal 
• Subcontractors should breakdown each invoice by 

Expense and Task  
• Invoice Ledger tab on Excel worksheet is used to log 

EACH invoice (Contractor or Sub)  
– It is not required, however we encourage its use - it helps 

to identify duplicate invoices when tracking multi-year 
entries 

• Columns of the Invoice Ledger  
• Budget Sub-category (items are from the 

Contract/Subcontract Expense Budget) drop down 
menu shows Salaries/Wages, Fringe, Travel, Other, 
Overhead & Profit 
 

Presenter
Presentation Notes
The next tab on the worksheet is the Invoice Ledger. I’m just going to remind folks that the expense and task amounts need to be equal. Your subcontractors should breakdown each invoice by expense and task, and I’ll touch on that why it is important.  On the invoice ledger tab on the Excel worksheet, we use it to log in each invoice, either from the contractor or sub-contractor. It is not required, but we encourage you to use it because we are able to sort, and make sure that we don’t have any duplicate invoices, especially when we are tracking several different invoices for many years. So we’ll go over columns of the invoice ledger, and then we will touch on the sub-category on the right side. It is actually a drop down menu that shows categories from your expense budget. The next slide is an example.



Invoice Ledger 
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Presenter
Presentation Notes
So for Region Z, they submitted $3,500 in other expenses. Their sub-contractor (Best Worker Services) actually submitted three different invoices, you’ll see the amount requested total of that $12,132.51. But if you notice each invoice is broken down by sub-categories: salary, fringe, profit, and overhead. The reason why this is important is should something get denied by the contract manager, not only do we know which expense category, but we also have it correspond with a task as well. 



Task Ledger 

21 

• Total Expense and Task amounts must equal 
• Subcontractors should breakdown each 

invoice by Expense and Task  
• Task = what is being done (i.e., Adoption of 

Plan) 
• Expense = how it is being done (i.e., 

Salaries/Wages) 

Presenter
Presentation Notes
On the next tab is the task ledger, again your totals from the expense and task amounts must equal. On each invoice we ask that expense and task amounts be broken down. Your task is what is being done, your expense is how its being done. 



Task Ledger 
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Presenter
Presentation Notes
And as an example just on the tab here, it shows that for payment request no. 2, that entire $12,132.51 is applied to task number 10. Is there any question on the invoice or task ledgers on that worksheet? Okay we will move on to Backup Documentation.



Backup Documentation  
for Contractor & Subcontractor 

• Appropriate backup documents should be provided for the 
Other & Travel Expense categories 

• Transparency of State Travel Expenses – the more details 
you provide us, the better!  

• Gov’t Code 660.007 “Conservation of Funds” – this is basis 
for all travel expense reimbursement 

• Request itemized meal receipts & mileage documentation 
(Google map or odometer readings) 

• Excellent resource is Textravel: 
https://fmx.cpa.texas.gov/fmx/travel/textravel/gen/conserv.php 

• Do not send detailed employee timesheets 
• Any questions, please don’t hesitate to contact us! 
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Presenter
Presentation Notes
We need appropriate backup documentation especially for Other & Travel Expense categories. The more details you have on travel, the better. The reason why I’m touching on this is that we’ve had a lot of expenses that were denied based on not having backup information for the travel.  I’m going to touch on Government Code 660.007, it’s conservation of funds. This is the basis for all travel expense reimbursement. This is important. This is what we’re signing off on. I do recommend requesting itemized meal receipts and mileage documentation either by Google maps or odometer readings. For the state of Texas, they want to be transparent. We have to know that the travel is reasonable and necessary. A great resource is Textravel, there’s the link right there. If you have any questions on what is and what is not reimbursable before you pay it out to your subcontractor, feel free to contact us. We are happy to answer questions if we can. Your sub-contractors are pretty good about, on their invoice, they’ll give you the employee classification rate and hours for their salaries, wages, fringe, overhead, and profit. If they send you a hundred pages of detailed employee timesheets, please do not send this on to TWDB, we will take the summary. That can definitely be very time consuming. That detail is for your backup and for your auditing purposes. Any questions on backup documentation? Moving on to eligible and ineligible voting member travel.

https://fmx.cpa.texas.gov/fmx/travel/textravel/gen/conserv.php


Eligible/Ineligible/Voting Member Travel  
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• Eligible ‘Other’ Expenses are administrative costs 

associated with Political Subdivisions and are defined to 
be direct, non-labor costs…backup is required 

• Examples of Ineligible Expenses include costs for training, 
costs of administering the planning group, purchase of 
food for planning group members (including tips), costs 
associated with social events or tours 

• Voting Member Travel Expenses is defined as eligible 
mileage expenses incurred by planning group members 
that cannot be reimbursed by any other entity – written 
justification from the Voting Member is required  

• These categories are detailed in the Contractor Expense 
Budget 

Presenter
Presentation Notes
Your eligible “other” expenses, these are defined to be direct, non-labor costs. We do ask for backup documentation. Examples of ineligible expense include costs for training, costs of administering the planning group, purchase of food for planning group members including tips, costs associated with social events or tours. Your voting member travel expenses is defined as eligible mileage expenses incurred by planning group members that cannot be reimbursed by any other entity. We do need to have written justification from the voting member. These categories are detailed in your contractor expense budget.



Disallowed/Denied Expenses 
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• If an expense is denied (i.e., tips), you will receive 
a letter with an adjusted amount to the Payment 
Request and an attached worksheet with detailed 
explanation 

• If appropriate documentation is obtained for a 
denied expense, you may resubmit with the next 
request 

• Once payments have been approved by the 
Contract Manager and sent to Finance for 
processing, you will receive a Payment Request 
Report for review. This can be useful in making 
sure your numbers match TWDB’s 

Presenter
Presentation Notes
Moving on to disallowed and denied expenses. If an expense is denied, like tips, you will receive a letter with an adjusted amount to your Payment Request, and I’ll also attach a worksheet with a detailed explanation. Now if it’s appropriate and you get the documentation from  a denied expense, you may resubmit with the next payment request. Once payments have been approved by the Contract Manager and I’ve sent them on to Finance for processing, you will receive a Payment Request Report for review. Its got your budget numbers for task and expense, and this can be useful in making sure that we balance with your numbers.



Sample Payment Adjustment Letter 
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Presenter
Presentation Notes
Just as an example of a Payment Adjustment Letter, here I have one to Region Z. And again, for the previous amount, we are going back to Region Z’s advanced amount of $20,000.00. It shows that the total eligible expenses that they submitted was $12,132.51. They didn’t quite make that amount of $18,000. The remaining eligible expenses to be submitted for the next advancement will be that $5,800. If something is denied, it will be a line item underneath your expenses submitted, and there will also be an attached worksheet that will explain the detail.



Disallowed/Denied Worksheet 
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Presenter
Presentation Notes
And just as an example, this is your denied worksheet. Any questions on the disallowed/denied expenses?



Proof of Payment to Subcontractors 

• Copy of the check or stub include check 
number, date and amount 

• Please do not send bank statements 
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Presenter
Presentation Notes
So, we’re moving on to the proof of payment to subcontractors. We will definitely accept a copy of the check or check stub that includes the check number, date and amount. We ask that you do not send copy of the bank statements.



Proof of Payment to Subcontractors 
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Presenter
Presentation Notes
As an example of the tab that I use, it shows the invoice paid date, a check number, a check amount.



Retainage 

 
• Retainage is 5% of the contracted amount 
• Held when 95% of the contracted amount has 

been reached 
• Used to encourage completion of the Regional 

Water Plan 
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Presenter
Presentation Notes
Lastly, we will talk about retainage, 5% of the contracted amount.  The retainage is held when 95% of the contracted amount has been reached. And obviously that is used to encourage completion of the Regional Water Plan. Are there any questions so far? 



Questions? 

contracts@twdb.texas.gov 
 

Submission of Advance/Reimbursement Packets 
to 

invoice@twdb.texas.gov 
 

Or Contact your TWDB RWP Project Manager 
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Presenter
Presentation Notes
Temple McKinnon-Anybody have a question at all? This was recorded, and we will also send out a copy of the PowerPoint so you have records to go over any questions.  I’m not seeing any questions on this chat box, so I hope this was helpful.  If there are any subjects, we did not receive any agenda topics from anybody in advance, so if we missed anything, feel free to contact your project manager and we can respond back to you or do a phase 2 of this.  Thank you all for joining us, and you all have a good day.

mailto:contracts@twdb.texas.gov
mailto:invoice@twdb.texas.gov
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