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Connect with us

Phone  :  (512) 974-7181505 Barton Spring Road 3rd Floor

Austin, Texas 78704 E-mail  :  ccoevents@austintexas.gov

Location Contact

Like 
us!

Follow 
us!

Join 
us!
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Joann Nunez

Accounts Payable Supervisor

Public Works Department

Hello Welcome
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City of Austin Contractor Payments

Joann Nunez
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Prompt Pay Program
 Contractors shall submit to the Owner’s Representative a 

complete, correct, and approved application for payment with all 
supporting documentation.

 Prompt Payment process is approximately 10-15 working days 

 Project Manager’s Due Dates are typically 1st & 3rd Monday of the 
month

 Automated Clearing House (ACH) process is a 4 day turnaround 
and requires the vendor to register bank info with 
VendorReg@austintexas.gov

 Checks are mailed to “payment address” (no pickup)

mailto:VendorReg@austintexas.gov
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Project Manager’s Review of Pay Application 07

 Verify Cover Sheet includes accurate contract (CT) number, Vendor 

name, Vendor code and “Payment” address 

 The contract # on the cover sheet needs to match the recap sheet

 Pay application cover sheet cannot be revised with markups, written 

notations, or white-out, only signatures

 Invoice date must be within 3-5 days of submission date or it will be 

returned for correction and new signatures

 The Estimated Period Date range must be sequential days and correct 

year

 Verify funding sources (FDU) are accurate and coincide with eCapris

(City of Austin project management system)

 Ensure any Change Order funding is encumbered before 

inclusion in payment application

 Ensure monthly Sub-K is included with pay application

 All subs must be in the compliance plan and if not, submit 

Request for Change (RFC) form before payment can be 

processed

 Errors will cause payment delays and may require resubmitting pay 

application



www.austintexas.gov/financeonline/finance

Checking Payment Status

http://www.austintexas.gov/financeonline/finance


Payment Timetable
o 10 days prior to Prompt Pay deadline
o Contractor submits pay application to Owner’s Rep/Inspector
o Wednesday before Prompt Pay deadline
o Owner’s Rep/Inspector submits pay application to Project Manager
o 9 am on Prompt Pay due date
o Project Manager submits pay application to PWD Accounts Payable
o Same day
o PWD Accounts Payable enters payment into financial system and e-sends to City’s Controller’s office
o Within 1-3 days
o Controller’s offices issues check or electronic (EFT) payment to Contractor
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Questions?
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Thank You
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