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PEPS Invoice Center

The PEPS Invoice Center is a 1 ½ years old! The PEPS Invoice Center is a 1 ½ years old! 
• Grown from 6 Contract Specialists in 2018 to 14 Full-time Contract 

Specialists and 1 Contracted Contract Specialist. 

Invoice Center processes all PEPS invoicesInvoice Center processes all PEPS invoices
• 6 Metro Service Centers 
• 1 Urban Service Center
• 1 Rural Service Center
• 1 Service Center for Divisions

1,100+ invoices processed monthly 1,100+ invoices processed monthly 
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PEPS Invoice Center Mission

Oversee review and on-time payment of 
invoices for the PEPS Division

•Achieve 100% on-time payments to avoid costly 
penalties for TxDOT

•Process account receivables for PEPS Contracts 
and Work Authorizations

•Address account inquiries and payment disputes  
•Monitor HUB/DBE payment compliance

4
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PEPS Invoice Center Team

Invoice Center Manager - Tira Dobrozensky

Leads
Priscilla Canales
Nichole Cervantes

Contract Specialists
Adrianna Perryman Vanessa Morris
Joku Njoku Angelica Miranda
Cindy Barajas Cathy Mendoza
Diana Santos Arlene Sanchez
Patricia Pascone Rachel Santana
Cassandra Johnson Crystal Mejia

Contracted - Contract Specialists
Gina Lopez
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Invoice Process Timeline

7

Invoice stamped “Received” by TxDOT – 30 calendar days begin 

TxDOT PROJECT MANAGER (PM)
• Verifies work and progress report
• Verifies staff as appropriate
• Reviews budget status*
• Coordinates with signature authority

Days 1 - 21

CONTRACT SPECIALIST
• Verifies Contract, WA and SWA compliance
• Verifies (100% review 1st invoice, 30% all invoices thereafter):

• Budget status
• Labor classifications
• Travel expenses and other direct expenses (ODEs)

• Coordinates with TxDOT PM

* If applicable, coordinates any questions and/or reductions of invoice with Prime Provider PM

8

FINANCE DIVISION
• Verifies invoice acceptability
• Processes voucher
• Submits appropriate documentation to 

Comptroller of Public Accounts thru 
PeopleSoft

Days 21 - 28
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COMPTROLLER OF PUBLIC ACCOUNTS
•Holds until the 30th day
• Issues payment on or before the 30th day from 
acceptable invoice date*

Days 28 – 30

* If providers participate in the Early Payment Program, issue payment before the 30th day.
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State agency payment due on 30th day after the latest of:
• Date agency receives goods under contract
• Date performance of contracted service is complete
• Date agency receives invoice for goods or services

Prompt PaymentPrompt Payment

• 21st day after government entity receives invoice
• Dispute resolved in favor of vendor
• Dispute resolved in favor of government entity

Disputed Payment

Texas Government Code Chapter 2251
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STOP and PLEASE NOTE: 

State pays vendor 30 days from the date the invoice was received.

PLEASE hold off on payment status/inquiries until 30 calendar days have 
passed from the date of invoice submittal. 

**If a payment status inquiry is received BEFORE the 30 days from the date 
the invoice was received; we will NOT respond to the inquiry until the 31st

day.**
11
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Invoice Center Obstacles 
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Under Staffed/Staff TurnoverUnder Staffed/Staff Turnover

Unprepared for End 2018 Fiscal YearUnprepared for End 2018 Fiscal Year

Holidays & MeetingsHolidays & Meetings

Undergone Audit and O.A.R.Undergone Audit and O.A.R.

Processes & TxDOT softwareProcesses & TxDOT software
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PeopleSoft Obstacles

CSJ obstacles in PeopleSoft

Purchase Order Obstacles 

Budget check errors
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Obstacles with Districts/PMs
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Project Manager turnover

Signature Authority 

Unresponsiveness 

Department (Manager) ID
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Obstacles with Consultants

15

Invoice Submission

Issues with received Invoice 

Invoice Template  
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Invoicing from a   
TxDOT Perspective

Lucas Short
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Common Issues
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Issues for TxDOT

Most current invoice template not being usedMost current invoice template not being used

Not following the Work AuthorizationNot following the Work Authorization
• Overbilling CSJs and Function Codes
• Other Direct Expenditures (ODEs)

Missing or incomplete documentation for  ODEsMissing or incomplete documentation for  ODEs

Not enough detail or description of taskNot enough detail or description of task
• Items missing

18
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Issues for Consultants

Progress report not reflecting the effort billedProgress report not reflecting the effort billed
•Not enough detail or description of task
•Items missing

Invoices not including everything from the reported time periodInvoices not including everything from the reported time period
•Subproviders not invoicing until the next month
•ODE receipts from previous months being included

Not enough time to reviewNot enough time to review

19

2019 PEPS Conference November 21, 2019

Issues for Consultants

Each TxDOT district, 
office, and even 
project manager 

requires something 
different

Each TxDOT district, 
office, and even 
project manager 

requires something 
different

Inexperienced 
TxDOT PMs

Inexperienced 
TxDOT PMs

Unfamiliarity in the 
roles of PEPS, FIN, 

and the District in the 
review and payment 

of an invoice

Unfamiliarity in the 
roles of PEPS, FIN, 

and the District in the 
review and payment 

of an invoice

Unfamiliar with PS-
CAMS and TxDOT’s 

payment system

Unfamiliar with PS-
CAMS and TxDOT’s 

payment system

20
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Recommendations

Hold a contract kick-off meeting 

Agenda items:
• Discuss the expectations of 

contract
• Clearly define District or 

Office requirements for billing 
ODE’s

• Provide examples of 
acceptable ODE 
documentation

• Provide examples of 
acceptable progress report 
formats

22
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Provide the latest invoice template from PEPS website

23

For TxDOT

2019 PEPS Conference November 21, 2019

Recommendations for Consultants

Request current TxDOT invoice templateRequest current TxDOT invoice template

Bring accounting staff to the contract kick-off meetingBring accounting staff to the contract kick-off meeting

Review invoice thoroughly prior to submittal to ensure it follows 
examples provided by TxDOT PM
Review invoice thoroughly prior to submittal to ensure it follows 
examples provided by TxDOT PM

Add notes on ODE documentation to clarify billingAdd notes on ODE documentation to clarify billing

24
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Utilize the GSA website when billing lodging and per diem:
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Recommendations for Consultants

Monitor Sub-Consultant billingMonitor Sub-Consultant billing
•Ensure all documentation is submitted for billed time 

period
•Ensure documentation follows examples provided by 

TxDOT PM
•If necessary, delay submitting the invoice until all 

subs have provided the necessary information

26
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Make invoicing 

a priority
Invoices are a 

deliverable

Invoicing 
is part of 
provider 

evaluation

Recommendations for Both Parties

Communication is Key

When in Doubt…Ask!
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Invoicing from a   
Consultant Perspective

Ken Hsu
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Suggested Attitude Adjustment About Invoicing

Accountable stewards of taxpayer money

Financial agents of contract management

Cooperate to get everyone paid in a timely 
manner

30



16

2019 PEPS Conference November 21, 2019

Suggestions/Requests for the Future 

Dynamic dialogue and interaction

Uniformity in interpretation

•Digital written instructions
•How to video

Various training resources

•Submitted/Received 
•Approved/Pending/Rejected
•Queued for payment 

Current Invoice Status Updates

31
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