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Overview

Contractors may obtain materials ahead of the work start date or submit
requests to be paid for materials that are contract bid items and purchased
for the specific contract but are not ready to be installed. This is known as
Material on Hand (MOH).

The goal of this document is to provide general information and resources

regarding MOH and possible construction recordkeeper tasks.

Resources

e Contract Administration Manual (CCAM), Chapter 11, Section 2, “"Material
on Hand (MOH)"

e TxDOT Standard Specifications, Article 9.6, “"Payment for Material on
Hand (MOH)” (2014 and 2024 spec books)

e Material producer lists (MPLs)

e SiteManager reports
e CON320 Construction Recordkeeper Material on Hand (MOH) Process

presentation (internal access only)
e Material Inspection Guide (MIG)

Applications Used

e SiteManager

e ProjectWise

Forms

e Form 1914, “Request for Material on Hand Summary Sheet”

e Form 1915, “Request for Payment of Material on Hand” (or equivalent)
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https://www.txdot.gov/manuals/cst/cah/measurement_and_payment/moh-bihbdfdg.html
https://www.txdot.gov/manuals/cst/cah/measurement_and_payment/moh-bihbdfdg.html
https://www.txdot.gov/business/resources/materials/material-producer-list.html
https://crossroads/content/dam/crossroads/divisions/construction/documents/recordkeeper-development/estimates/moh-process.pdf
https://ftp.txdot.gov/pub/txdot/mtd/mig.pdf

Knowledge Regarding MOH Criteria

Material must meet the contract requirements. Material must have been
sampled, tested, approved, and/or certified, considered ready for
incorporation into the work, and be appropriately stored to be considered for
payment. Refer to Spec Book, Article 9.6 and CCAM Chapter 11 Section 2 for
additional requirements regarding material eligibility, acceptable storage of

items, and testing and approval requirements.

Be aware of the District’s Standard Operating Procedure (SOP) for MOH and
any recordkeeper responsibilities regarding the process. Common tasks

include the following.

Preconstruction Conference

Discuss and establish timelines and cut off dates for MOH submissions. Once
a cut-off date is established, it should not be modified throughout the life of
the project. The date is agreed upon by the Engineer and the contractor at
the preconstruction meeting to allow time for full review prior to processing
the current month’s estimate. Subcontractors may not submit MOH directly;

it must be submitted on their behalf by the Prime only.

Review of Contractor Submitted MOH Request

Review of the submitted MOH request may involve multiple project staff for

office review and field material verification, including the following.
e Initial form review

e Verify Forms 1914 and 1915 are submitted timely, signed, and
completed correctly.

e No incidental items are included (if found, return to Contractor for
revision and resubmission).

e Verify all materials meet MOH criteria and contract requirements.
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Note: The contractor must submit a Form 1914 and 1915 monthly until
zero balance is reached, regardless of no changes from previous month’s

submissions.
o Material and storage verification

e Confirm materials meet MOH criteria and are stored, approved, and
identified per Form 1915, which provides the location of the stockpile
storage or fabrication plant with project staff.

o \Verify stockpiled materials have been physically accounted for, are
appropriately labeled, and are acceptable.

e Check MPL as needed.

e For prefabricated structural materials with the test method TXTRST
that are stored at approved sites, run the Material Verification Report
(MVR) (CIS26) for verification, if applicable. This is found on the
SiteManager - Report Server (Production). If a discrepancy exists
between a requested quantity and an approved quantity, email

MTD StructuralDeficiencies@txdot.gov for assistance.

Note: Notify Contractor immediately of any material sampling issues to

provide opportunity to make corrections
e Cost and quantity verification

e Verify unit price does not exceed actual material cost per invoice OR
total item costs less placement costs (whichever is less).

e Plan quantity less placed quantity does not exceed project quantity.

e Verify the quantity “used this period” aligns with the preliminary
estimate quantities. Resolve any quantity discrepancies before
including in monthly estimate.

e \Verify unit cost does not exceed bid item cost for the project.
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e \Verify submittal of paid invoices for any MOH within 60 days of
receiving payment (two estimate cycles). If paid invoices are not

received, remove the item from MOH.

Note: Make corrections before making any additional payments to the
Contractor. Initial and provide revised forms back to Contractor if

changes were made.

Form 1259, “"Summary Materials Received and Used” is an *optional
form to help track MOH.

o Best Practice

e Start on Form 1915 to verify each item as you go. Make sure the
amount and calculations are correct and matching across and down to
get the total of each sheet. Then verify the humbers were correctly
transferred on the Summary, Form 1914, verify the change. Check
everything but the summary amount on Form 1914 first to make sure
it matches any previous amounts: Total Value (previous month) is

same as Less previous balance.

Payment Processing

Payments for verified MOH requests are made through SiteManager and

processed during the estimate cycle.

e Create a Daily Work Report (DWR) for payment in SiteManager.
e The quantity paid is the verified Net Change from the Form 1914
submitted.

e Notify another project staff to authorize.

Note: If MOH payment requested before work begins, credit time as "TIME
NOT STARTED", or appropriate project credit time for the DWR Diary entry.
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Documentation in ProjectWise

Retain all documentation supporting MOH payments within ProjectWise

including revised forms, communications with the contractor, and reviews.

Ongoing Requirements and Reviews

CCAM Chapter 11, Section 2 identifies various reviews and requirements,

including contractor requirements as outlined by responsible person(s).
e Contractor

e Submit monthly Forms 1914/1915 until zero balance reached,
regardless of no changes from previous month’s submitted forms.

e Provide paid invoices within 60 days of payment (containing
manufacturer, unit price, item supplied, and signed payment was made
statement).

e Retain all documentation supporting MOH payments for all spot checks
and process reviews until final acceptance of contract on project

closeout.

e Area Office and Recordkeeper (Refer to the guidelines listed in the
CCAM Chapter 11 Sec 2, under Area Office Responsibility for MOH)

e Cursory Reviews. Also referred to as the monthly spot check. Review
MOH payment requests received from the contractor to ensure that
materials are eligible for MOH payment. Request an explanation from
the contractor for any apparent discrepancies, such as quantity or
price irregularities. The monthly MOH payment request must be
reviewed and initialed by the Project Manager, Project Engineer,

Assistant Area Engineer, or Area Engineer.
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e Quarterly Audits. Audits one material item per quarter that has
reached the 60-day threshold. If issues are found, increase the
number of items verified. On the monthly MOH payment request,
indicate which item was checked by initialing and dating next to the

item to certify that the audit is complete.

Note: If an audit indicates that the Department overpaid the contractor
for MOH, correct the overpayment with a supplemental progress
estimate or with the next monthly estimate. TxDOT District Construction
Office (DCO) will not generate a supplemental progress estimate due to a

missed deadline.

If issues are found with MOH submissions, discuss with the DCO regarding

conducting additional audits that may include the following.

e Process Reviews. Conduct process reviews to ensure that the
contractor’s internal process satisfies contract MOH requirements (e.g.,
record-keeping system, site reviews, or measuring procedures.) The
contractor must have sufficient checks and balances in place to ensure
the accuracy of requests for MOH payment. If a process review indicates
the need for corrective action, notify the contractor in writing of
corrective actions needed.

e Contractor Record Audits. Typically, the Department audits contractor
records for cause only; however, the Department retains the right to

audit contractor records at any time to ensure contract compliance
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Table 1 - Review of Contractor Submitted MOH Request:

Construction forms and publications

View: frequently asked questions regarding forms at Online forms FAQs.

Form
Forms
1914 Request for Payment of Materials on Hand Summary Page
1915 Request for Payment of Material on Hand

k" csl:

sz | — eROJCT:
Fars 154 HIGHWAY:
ey COUNTY:
REQUEST FOR PAYMENT OF MATERIALS ON HAND
SUMMARY PAGE
Sheet Totals Amount
Shoot of P
Sheet of |
Sheet of |
Sheet of
Sheet of
Sheet of
Sheet of
Sheet of
Sheet of
Sheet, ol B
Total Value: - 3
Total Value: g 4
js Estimate: ¢ 5

and suitable for i info the work.

Al matziicls are siored propeily o prevert deteri or of stockpiies.

Paid invoices are avalsbie for review for any materials that have been presented for payment.

. Al materisls are identfied and set apart for this project and have not been inckided in a request fer payment
on any other Texas Dep: of Transps (] anti project

. The SIgNalory Nereby Warrants Mat they Nave Me autonty 1 execute tis request.

. Materials are

BN

o

| carlify that tha quantties

chown on tix reg par ara trus and eorract Tha materiake are

SIOrec on Me project site, o In 3 Depal -approved and meat all requl ©f the contract.
Confractor Name (Print or Type)

Trle

Snature Dae

csJ:
PROJECT:
HIGHWAY:
COUNTY:

REQUEST FOR PAYMENT OF MATERIAL ON HAND

CONTRACTOR

Estimate Period From To
[CHekon (4]t ADD e () to DELETE Rems)
Ttem and Matorial Unit | Rocoived | Provious | Used This | Balance Unit T Plan | Total Valve
Description Description of This | Quantity | Period on Prico | instaliod | Qty s
Number nd Locatior Meas | Period on Hand s toDato
(0000-0000) Hand
Grand Total Shest Total
"By submitting a raquest for Material on Hand (MOM) payment, the Contractor expressly authorizes the Texas Department of Transportation (Depantment) to audi
MOH records, and t perform process reviews of the record- keeping system. If the Department datermines noncomplance with any of the fequirements. of the
contract, the Department may exclude payment for any o all MOH for the duration of t Contract”
Signature of Contractor Date:

1. Access forms located on
TxDOT.gov > Do Business >
road-bridge-maint> resources

> construction forms.

2. Review Form 1914.

Review project info.

Verify included 1915(s) sheets.

Total of all 1915 sheets.

Verify previous total value from last
month’s paid MOH request.

Verify Net Change This Estimate (Total
Value minus the Less Previous total
value).

Confirm the contractor has completed
the required fields: Prime contractor

named with signature, title, and date.

3. Review Form 1915. Ensure it
has been filled out entirely,
supporting documents account
for quantities provided, and it is
signed by an authorized

representative.
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CsJ:
PROJECT:
HIGHWAY:
COUNTY:

REQUEST FOR PAYMENT OF MATERIAL ON HAND \
CONTRACTOR 1
Estimate Period From To
1Qick on (+) 10 ADD items (-) 1o DELETE items|
Item and Material unit
Description Description of
Number and Location Meas
(0000-0000)
Recelved | unit
This Price
s Period 5

<

Preavious
Guantity
on
Hamd

Used This Balance

Period

Harnd

7

. Check the following

numbers:

1. Review project info.

. Check item and description

number are included in project
and check that it meets MOH

requirements/criteria.

. Check material description and

location is compliant with MOH

standards.

. Check that correct unit is used

for measurement in bid item or

for subsidiary item.

. Received this period (check

that received gty and the last
paid) do not go over the bid
item quantity.

Note: If any amounts received,
check invoices and bid quantity
amount to ensure MOH total

does not go over.

. Review unit cost does not

exceed bid item cost (including

transportation cost).

. Review previous quantity on

hand to previous month

submission.

. Review quantity used this

period to current month

installed work.

. Verify balance on hand.
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11. Reference: ‘Contract Line Items
Report’ - SiteManager Contract
Administration Report found on

Crossroads. It displays all line items

and quantities installed to date.

Divisions / Construction Division (CST) / CMISD / SiteManaqer

Grand Tota Sheet Total _

expressy auhonzes e Texas Depariiygl of T (Department) o aut

It e Depariment detemines Wi iy of the requirements of the
AP AT e 3

REQUEST FOR PAYMENT OF MATERIALS ON HAND 1
SUMMARY PAGE

Sheel Tolals Amount

10. Review total installed to date
to total quantity paid.

11. Verify plan quantity, including
any change order amounts if
applicable. This can be found
on the Contract Line Items
Report under bid quantity.

12. Verify Total Value (balance on
hand x unit price.

Previous month total value
should be same as: Current
month /ess Previous total

value.

13. Crosscheck

Check on the Item History Report
or with the Estimate Items
Paid/Against Used for this period,
the Sheet Total should match.

a. Summary Sheet amounts -
Add up the Summary lines
= Balance

b. Total Value - Less

c. Previous Balance amount

d. = the Net Change for this

estimate.
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Table 2 - Payment Processing:

14.Login to SiteManager and go into
the Main Panel.

a. Navigate to Daily Work Report(s)
where you will be placing
quantity which is the net
change for this estimate
identified on Form 1914.

15.Choose DWR Calendar.

File Edit Services Help
BEOrEY DEEDEBE

16.0pen folder to select your CSJ.

: =0 1

Novembe

17.In the pop-up window, choose
Contract ID.
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18. Find the CSJ, select User ID or find your name,

and double click to open.

19. Find the DWR date.

a. Click on the New Page icon.

MErR? DEs @B

20. A blank calendar screen will appear. For DWR

date, put current date (within estimate period),
hit enter, and then click the Save icon.
Note: Otherwise follow your District/Office
guidelines for date MOH are entered.
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File Edit Services Window Help
L B C) Bl

06608 CAPITAL EXCAVATION COMPANY = PRIME  CaP

TEXAS TRUCKING COMPANY. INC.
RDENA COMDAMNY INC

TEXAS mu:rg

21. Open the Contractors tab and click on the New
Page icon.

22. Select the Prime contractor for the project and
click on the Save icon.

23. In the Work Items tab for the project, find the
MATERIAL ON HAND bid item, and double click.

Note: this is typically Item code 96016001 for
projects under the 2014 specs and 96017001 for
projects under the 2024 specs.

Material on Hand (MOH)
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File Edit Services !ﬁmy Help 24. Choose the New Page icon to enter the quantity.
EBOFEY DS dE D #>H> A

LB s 70 e 19082 LT — 25. In the bottom section on this tab, enter the placed

File Edit Services Window Help
BETTY TAMEFT I EY. FVN

quantity. This is the Net Change This Estimate
e s shown on Form 1914.

ENTER CHANGE AMOUNT

Enter Contractor using drop-down menu, and type
the location below contractor

Note: If quantity is negative, make sure to enter [

- ] before the entered quantity
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26. Open the Remarks Bubble icon, enter the month

and year for MOH payment, save, and close.

File Edit Services Window Hel

BT 0O gE O £2@F A

(8l DWR Calendar

i DWHR Info. ' Contractors | Contractor Equip.
Contract ID: 023103146 W TSP ecior Date: [11/0
Project Nbr. | 0231037,

Remarks (General Ramu.rl:s)\

TERIAL
RemDooc: October 2018 MOH|
.
Qty Reported to Date: ||

Qty Installed to Date. | |

%Eeﬂion Installed

27. Have the DWR Authorized. Remember that DWRs

cannot be created and approved by the same

STATE OF TEXAS DATE:

- - individual; another team member will need to

- approve this MOH DWR to be included in the
DAILY WORK REPORT FOR CONTRACT: 004809029
estimate if you as the recordkeeper make the

ract ID: 004809029 |Authorized: v |

entry.
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Pr SiteManager Panel

28. Proceed to > Generate Estimate.

Table 3 - Documents in ProjectWise:

File Home Insert Page layout Formulas Data Review View Automate Help  Acrobat

1155 v Jx
A 8 c D E
, PROJECT FILE INDEX

csh:

Conlractor Payments(+) M Estimate(+]

I@kl

Estimale ltem  Estimate ltem  Estimate History
Detail Paybook

‘4

Estimate

Approval

3 PROJECT:

f CONTRACTOR:

KEY WORD SEARCH:|

type in key word and press ENTER. scroil through document to find highlighted folder

BOLD Underline - FOLDER NAME or C 1 - ltalics (and parenthesis) - brief description, guidance and
3_|information

ine60 Calc Sheet- dents Tz as a Pay Freport, Drawing Calculation/ Pictures,” Invoice/Material
Veri f:.atm Tickets, etc.; use date of placement; date should match DWR date; matching dates will assist with audit trail
3
< YYYYMMDD Line60 ConcTickets
5 ad
36 i I ription
El YYYYMMDD Line65 Calc Sheet- identify each file a5 a Pay Report, Drawing/Calculation/’ Pictures/ invoice, Material
36 Verification/Tickets, etc.; use date of placement; date should match DWR date; matching dates will assist with audit trail
5 YYYYMMDD Line65 ConcTickets
- ] xrrymm n ncTick
= | &2 Materials

If any changes/corrections were made to the MOH
submission, forward a copy to the contractor.
Note: Refer to District policies for any additional

information.

MOH forms and all support documentation is/are
part of the Department’s required documentation

to be electronically filed in the project files.

The Project File Index reference identifies the
location will be under Pay Item Support within

ProjectWise file structure.

Material on Hand (MOH)
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