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Prompt Payment Introduction
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Session Objective

Introduction to MBTA Prompt Payment Process
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Defining Acronyms

• CFR – Code of Federal Regulations
• DBE – Disadvantaged Business Enterprise
• USDOT – United States Department of Transportation
• DOT – Department of Transportation
• FTA – Federal Transit Administration
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Prompt Payment as referenced in 
Federal Code of Regulations (CFR)

(49 CFR Part 26.29)
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• Under 49 CFR Part 26.29 (a), the MBTA is required to 
include a Prompt Payment clause in all federal 
contracts

• Under 49 CFR Part 26.37, the MBTA must have 
appropriate mechanisms to ensure compliance with 
49 CFR Part 26 requirements – including Prompt 
Payment

• Enforcement is expected since non-compliance with  
Prompt Payment is considered a breach of contract

Federal Requirements Prompt Payment and Retainage 
(49 CFR Part 26.29)



Draft for Discussion & Policy Purposes Only6

Federal Requirements Prompt Payment and Retainage 
(49 CFR Part 26.29)

Federal requirements of Prompt Payment/Return of Retainage  as per 49 CFR
Part 26.29

• The DBE regulations require the MBTA to  ensure prime contractors pay ALL  
subcontractors:

– Promptly (no later than 30* days of receipt) and,

– Prompt and full payment of retainage 30 days after the subcontractor’s work is
SATISFACTORILY completed.

*Up to 30 days is the federal requirement

• However, the MBTA policy requires payment within 10 days from receipt of 
payment, regardless of the tier

• DBE Regulations require affirmation that the MBTA has contract clauses for  
prompt payment and return of retainage regardless of the subcontractor tier
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What is Satisfactorily Completed? (49 CFR Part 26.29(c))

A subcontractor's work is satisfactorily completed when all the tasks
called for in the subcontract have been accomplished and documented
as required by the MBTA.

When the MBTA has made an incremental acceptance of a portion of a
prime contract, the work of a subcontractor covered by that acceptance
is deemed to be satisfactorily completed.
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Who is responsible for Prompt Payment?

• Any recipient of Federal funding – Transit Agencies, 
State DOTs, Subrecipients, and other federal grants

• Prime contractors, Developers on Private Public
Partnerships, Design-Builders, and any awardee 
of the federally-funded project(s)

• Subcontractors, subconsultants, suppliers,  
fabricators, truckers, and any firm associated with 
a federally-funded contract at any tier of
subcontracting. (e.g., 1st, 2nd, 3rd, 4th tier)
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Retainage

• 49 CFR Part 26.29(b) requires that retainage be paid to 
subcontractors promptly and in full. Retainage is withholding a 
certain percentage of payment until the subcontractor’s work is
SATISFACTORILY completed

There are 3 options for the release of retainage in 49 CFR Part 
26.29(b):
• Decline to withhold/hold retainage from prime and prohibit  the 

prime from withholding retainage from the subcontractors
• MBTA does not hold retainage from prime – but prime can  

withhold from a subcontractor – must pay 30 days from  
satisfactorily completed subcontract

• MBTA can hold retainage from prime and pay retainage  based 
on payment for portions of work (incremental  acceptance) [Best 
represents current MBTA Standard Contracts]
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Contract Remedies or Sanctions

• The MBTA can also require Primes to obtain written 
consent in advance for delays in Prompt Payment or 
enforce penalties

• Examples of penalties:
– Terminating the contract
– Withholding progress payments
– Assessing sanctions
– Disqualifying contractor on future federal contracts
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MBTA Policies & Procedure
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Forms and Instructions

• FORM F - Payments to Subcontractors/Vendors Report

• FORM F2 - Subcontractor/Vendor Payments Received Monthly Report

Forms F/F2

Forms F/F2 Form F2 
Instructions

Form F 
Instructions

Form F 
ructions - Task Ord


Form F 

		Massachusetts Bay Transportation Authority
 Form F - Payments to Subcontractors/Vendors Report



		CONTRACT INFORMATION:						PRIME CONTRACTOR INFORMATION: 

		Base Contract Award:						Prime:

		Amendments 						Name of Project:

		Adjusted Contract Value: 		$   - 0				MBTA Contract Number:

		Total Payments Received To Date:						Report for Month of:

		Payments Received This Month:						Contract Start Date: 				Completion Date:

		Latest Payment(s) Date:



		SUBCONTRACTORS/VENDORS INFORMATION: 

		Name of Subcontractor/Vendor  		Project Task		Supplier?
Y/N		Original Subcontract/PO Amount		Change to Subcontract/PO Amount (+/-)		Current Subcontract/PO Amount		Amount Billed this Month 		Sub/Vendor 
Invoice Date		Date Payment Sent to 
Sub/Vendor		Payment to Sub/Vendor This Month		What invoice period is payment for?		Previous Payments to Sub/Vendor		Total Payments to Sub/Vendor To Date		Overall Contract
% Complete

		DBE Contractors   

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		DBE Subtotal 						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0				$   - 0		$   - 0

		Non-DBE Contractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		Non-DBE Subtotal 						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0				$   - 0		$   - 0

		GRAND TOTAL						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0				$   - 0		$   - 0

		Comments:





		Prime Project Manager								Office & Cell #:								This report must be submitted at least monthly on or before the 15th of each month for the previous month.

																		SEND COMPLETED FORM TO:

		Signature:								Date:



				By signing this form, I personally and on behalf of the prime affirm that the information presented in this  document 

				is truthful, accurate, complete and not misleading.  I am authorized by the prime contractor to make these representations. 













		Amendments 

		Change Orders 




&D




Form F  (Task Order) 

		Massachusetts Bay Transportation Authority
 Form F (Task Orders) - Payments to Subcontractors/Vendors Report



		CONTRACT INFORMATION:						PRIME CONTRACTOR INFORMATION: 

		Ceiling Amount:						Prime:

		Executed Task Orders: 						Name of Project:

		Total Payments Received To Date:						MBTA Contract Number:

		Payments Received This Month:						Report for Month of:

		Latest Payment(s) Date:						Contract Start Date: 				Completion Date:





		SUBCONTRACTORS/VENDORS INFORMATION: 

		Name of Subcontractor/Vendor  		Project Task		Supplier?
Y/N		Original Subcontract/PO Amount		Change to Subcontract/PO Amount (+/-)		Current Subcontract/PO Amount		Amount Billed this Month 		Sub/Vendor 
Invoice Date		Date Payment Sent to 
Sub/Vendor		Payment to Sub/Vendor This Month		What invoice period is payment for?		Previous Payments to Sub/Vendor		Total Payments to Sub/Vendor To Date		Overall Contract/PO 
% Complete

		Task Order 1 

		DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		DBE Subtotal 						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		Non-DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		Non-DBE Subtotal 										$   - 0		$   - 0						$   - 0						$   - 0

		Task Order 1 Total  						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		Task Order 2

		DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		DBE Subtotal 						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		Non-DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		Non-DBE Subtotal 										$   - 0														$   - 0

		Task Order 2 Total  						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		Task Order 3

		DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		DBE Subtotal 										$   - 0														$   - 0

		Non-DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		Non-DBE Subtotal 										$   - 0														$   - 0

		Task Order 3 Total  						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		GRAND TOTAL						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0				$   - 0		$   - 0

		Comments:





		Prime Project Manager								Office & Cell #:								This report must be submitted at least monthly on or before the 15th of each month for the previous month.

																		SEND COMPLETED FORM TO:

		Signature:								Date:



				By signing this form, I personally and on behalf of the prime affirm that the information presented in this  document 

				is truthful, accurate, complete and not misleading.  I am authorized by the prime contractor to make these representations. 





		Amendments 

		Change Orders 




&D




Form F-2

		Massachusetts Bay Transportation Authority

		Subcontractor/Vendor Payments Received Monthly Report

		Form  F-2





		PRIME CONTRACTOR INFORMATION:														CONTRACT INFORMATION:

		Name of Firm:														Report for Month of:

		Address:														MBTA Contract Number:  

		Contact Person:														Contract Name:

		Telephone:														Date Executed:





		SUBCONTRACT INFORMATION:

		Services
Purchase Order No.
Task Order No.						Original Subcontract/PO Amount		Change to Subcontract/PO Amount (+/-)		Current Subcontract/PO Amount		Amount Invoiced This Month		Invoice Date		Payments Received This Month		Date Payment was Received 		Total Payments Received to Date 		 Contract/PO % Complete

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

		Total 						$0.00		$0.00		$0.00		$0.00				$0.00				$0.00



		OUTSTANDING INVOICES:														DBE SUBCONTRACTOR :

		Invoice 		Reference				No. Days		Amount						Name of Firm:

		Date		No.				Past Due								Address:

																Contact Person:

																Title:

																Office & Cell #:

																Email Address:

		COMMENTS:														Signature: 

																This report must be submitted on or before the 15th of each month for the previous month.

																SEND COMPLETED FORM TO:
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Form F 

		Massachusetts Bay Transportation Authority
 Form F - Payments to Subcontractors/Vendors Report



		CONTRACT INFORMATION:						PRIME CONTRACTOR INFORMATION: 

		Base Contract Award:						Prime:

		Amendments 						Name of Project:

		Adjusted Contract Value: 		$   - 0				MBTA Contract Number:

		Total Payments Received To Date:						Report for Month of:

		Payments Received This Month:						Contract Start Date: 				Completion Date:

		Latest Payment(s) Date:



		SUBCONTRACTORS/VENDORS INFORMATION: 

		Name of Subcontractor/Vendor  		Project Task		Supplier?
Y/N		Original Subcontract/PO Amount		Change to Subcontract/PO Amount (+/-)		Current Subcontract/PO Amount		Amount Billed this Month 		Sub/Vendor 
Invoice Date		Date Payment Sent to 
Sub/Vendor		Payment to Sub/Vendor This Month		What invoice period is payment for?		Previous Payments to Sub/Vendor		Total Payments to Sub/Vendor To Date		Overall Contract
% Complete

		DBE Contractors   

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		DBE Subtotal 						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0				$   - 0		$   - 0

		Non-DBE Contractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		Non-DBE Subtotal 						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0				$   - 0		$   - 0

		GRAND TOTAL						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0				$   - 0		$   - 0

		Comments:





		Prime Project Manager								Office & Cell #:								This report must be submitted at least monthly on or before the 15th of each month for the previous month.

																		SEND COMPLETED FORM TO:

		Signature:								Date:



				By signing this form, I personally and on behalf of the prime affirm that the information presented in this  document 

				is truthful, accurate, complete and not misleading.  I am authorized by the prime contractor to make these representations. 













		Amendments 

		Change Orders 




&D




Form F  (Task Order) 

		Massachusetts Bay Transportation Authority
 Form F (Task Orders) - Payments to Subcontractors/Vendors Report



		CONTRACT INFORMATION:						PRIME CONTRACTOR INFORMATION: 

		Ceiling Amount:						Prime:

		Executed Task Orders: 						Name of Project:

		Total Payments Received To Date:						MBTA Contract Number:

		Payments Received This Month:						Report for Month of:

		Latest Payment(s) Date:						Contract Start Date: 				Completion Date:





		SUBCONTRACTORS/VENDORS INFORMATION: 

		Name of Subcontractor/Vendor  		Project Task		Supplier?
Y/N		Original Subcontract/PO Amount		Change to Subcontract/PO Amount (+/-)		Current Subcontract/PO Amount		Amount Billed this Month 		Sub/Vendor 
Invoice Date		Date Payment Sent to 
Sub/Vendor		Payment to Sub/Vendor This Month		What invoice period is payment for?		Previous Payments to Sub/Vendor		Total Payments to Sub/Vendor To Date		Overall Contract/PO 
% Complete

		Task Order 1 

		DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		DBE Subtotal 						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		Non-DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		Non-DBE Subtotal 										$   - 0		$   - 0						$   - 0						$   - 0

		Task Order 1 Total  						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		Task Order 2

		DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		DBE Subtotal 						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		Non-DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		Non-DBE Subtotal 										$   - 0														$   - 0

		Task Order 2 Total  						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		Task Order 3

		DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		DBE Subtotal 										$   - 0														$   - 0

		Non-DBE Subcontractors 

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

												$   - 0														$   - 0		ERROR:#DIV/0!

		Non-DBE Subtotal 										$   - 0														$   - 0

		Task Order 3 Total  						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0						$   - 0

		GRAND TOTAL						$   - 0		$   - 0		$   - 0		$   - 0						$   - 0				$   - 0		$   - 0

		Comments:





		Prime Project Manager								Office & Cell #:								This report must be submitted at least monthly on or before the 15th of each month for the previous month.

																		SEND COMPLETED FORM TO:

		Signature:								Date:



				By signing this form, I personally and on behalf of the prime affirm that the information presented in this  document 

				is truthful, accurate, complete and not misleading.  I am authorized by the prime contractor to make these representations. 





		Amendments 

		Change Orders 




&D




Form F-2

		Massachusetts Bay Transportation Authority

		Subcontractor/Vendor Payments Received Monthly Report

		Form  F-2





		PRIME CONTRACTOR INFORMATION:														CONTRACT INFORMATION:

		Name of Firm:														Report for Month of:

		Address:														MBTA Contract Number:  

		Contact Person:														Contract Name:

		Telephone:														Date Executed:





		SUBCONTRACT INFORMATION:

		Services
Purchase Order No.
Task Order No.						Original Subcontract/PO Amount		Change to Subcontract/PO Amount (+/-)		Current Subcontract/PO Amount		Amount Invoiced This Month		Invoice Date		Payments Received This Month		Date Payment was Received 		Total Payments Received to Date 		 Contract/PO % Complete

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

												$0.00												ERROR:#DIV/0!

		Total 						$0.00		$0.00		$0.00		$0.00				$0.00				$0.00



		OUTSTANDING INVOICES:														DBE SUBCONTRACTOR :

		Invoice 		Reference				No. Days		Amount						Name of Firm:

		Date		No.				Past Due								Address:

																Contact Person:

																Title:

																Office & Cell #:

																Email Address:

		COMMENTS:														Signature: 

																This report must be submitted on or before the 15th of each month for the previous month.

																SEND COMPLETED FORM TO:













&"Arial,Bold Italic"
	


&D







INSTRUCTIONS FOR COMPLETING MBTA FORM F2

Subcontractor/Vendor Payments Received Monthly Report



		A. Prime Contractor Information



		1. Name of Firm:

		Enter the name of the Prime Contractor or Subcontractor with whom your company has a contract with.



		2. Address:

		Enter the address of the Prime Contractor or Subcontractor with whom your company has a contract.



		3. Contact Person:

		Enter the name of the contact person with the Prime Contractor or Subcontractor with whom your company has a contract.



		4. Telephone:

		Enter the Telephone Number of the Prime Contractor or Subcontractor with whom your company has a contract.



		B. Contract Information



		1. Report for the Month of

		Enter only the calendar month for which the report is submitted. 



		2. MBTA Contract Number:  

		Enter the MBTA Contract No.



		3. Contract Name:

		Enter the name of the contract.



		4. Date Executed:

		Enter the specific date of the subcontract award (as indicated on the subcontract).



		C. [bookmark: _Hlk116634007]Subcontract Information 



		1. Services/Purchase Order No./ Task Order No.

		Enter type of Services, PO No., or Task Order No.  



		2. Original Subcontract/PO Amount:

		Enter the Original Subcontract or Purchase Order Value/Award Amount.



		3. Change to Subcontract/PO Amount (+/-):

		Enter the $ amount of any Approved Change Order, if applicable.



		4. Current Subcontract/PO Amount:

		Enter the Current Subcontract/PO Amount (Original Subcontract Award +/- Change Orders).



		5. Amount Invoiced this Month:  

		Enter the amount invoiced to your Prime Contractor during the reporting period.



		6. Invoice Date: 

		Enter the invoice date.  



		7. Payments Received This Month:

		Enter the amount of $ paid to the firm during the reporting period.



		8. Date Payment was Received:

		Enter the date when payment was received.



		9. Total Payments to Date:

		Enter the sum of the total $ amounts received to date.



		10. Overall Work Completed %:

		Enter the overall percentage of work completed (this includes the total amount of work invoiced as well as paid to date. 



		D. Outstanding Invoices:

		



		1. Invoice Date:

		Enter only the invoice date for the reporting period.



		2. Reference No.:

		Enter invoice reference number (provided by higher tier contractor).



		3. No. Days Past Due:

		Enter the number of days the invoice is past due. 



		4. Amount:

		Enter invoice amount.



		E. Comments:

		Express any comments or concerns pertaining to your subcontract(s) or purchase order(s).  Your comments are confidential.



		F. DBE Subcontractor:

		



		1. Name of Firm:

		Enter the name of your firm.



		2. Address of Firm:

		Enter the address of your firm.



		3. Contact Person:

		Enter name of your contact person regarding invoices.



		4. Title of Contact Person:

		Enter The Title of your contact person regarding invoices.



		5. Office & Cell Number:

		Enter telephone number of your contact person regarding invoices.



		6. Email Address:

		Enter Email address of your contact person regarding invoices.



		7. Signature:

		Enter signature of your contact person regarding invoices.







Additional Instructions: 

· [bookmark: _Hlk118652076]Please do not change the formulas. If formula changes are needed, please contact the MBTA Compliance Officer to validate the change(s) prior to submission. Any other changes to the form are not allowed without MBTA Compliance Officer’s prior approval. 

· The Form F2 must be submitted on or before the 15th of each month for the previous month. 

· If you have any questions or require assistance with the completion of the Form F2, please contact the compliance officer assigned to this contract or ODCR. 




INSTRUCTIONS FOR COMPLETING MBTA FORM F 

Payments to Subcontractors/Vendors Report



		A. Contract Information



		1. Base Contract Award:  

		Enter the Original Contract Value/Award Amount



		2. Change Orders or Amendments: 

		Select type from drop-down list and enter the Total Amount of Executed Change Orders or Amendments. 



		3. Adjusted Contract Value:

		Enter the Adjusted Contract Value (Base Contract Award +/- Change Orders) 



		4. Total Payments Received to Date: 

		Enter the sum of the total $ amount paid to date. Do not include payments received during the reporting period.  



		5. Payments Received this Month 

		Enter the amount of $ received from MBTA during the reporting period



		6. Latest Payment(s) Date: 

		Enter the Date of the Last Payment Received from MBTA



		B. Prime Contractor Information



		1. Prime:

		Enter the name of the Prime Contractor



		2. Name of Project:

		Enter the name of the MBTA Contract 



		3. MBTA Contract Number:

		Enter the MBTA Contract No.



		4. Report for the Month of:

		Enter only the calendar month for which the report is submitted. 



		5. Contract Start Date:

		Enter the specific date of the contract award (as indicated on the contract).



		6. Completion Date:

		Enter the projected date of the contract completion.



		C. [bookmark: _Hlk116634007]Subcontractors/Vendors Information (DBE Contractors) 



		1. Name of DBE Subcontractor/Vendor

		Enter the Name of the DBE subcontractor/vendor 



		2. Project Task: 

		Enter a short description of type of services provided by the DBE



		3. Supplier Y/N?

		Identify if the DBE is a supplier 



		4. Original Subcontract/PO Amount:

		Enter the Original Subcontract or Purchase Order Value/Award Amount



		5. Change to Subcontract/PO Amount (+/-):

		Enter the $ amount of any Approved Change Order, if applicable



		6. Current Subcontract/PO Amount:

		Enter the Current Subcontract/PO Amount (Original Subcontract Award +/- Change Orders). 



		7. Amount Billed this Month:  

		Enter the amount billed by the DBE during the report period 



		8. Sub/Vendor Invoice Date: 

		Enter the DBE Sub/Vendor invoice date 



		9. Date Payment Sent to Sub/Vendor: 

		Enter the date Prime sent the payment to DBE Sub/Vendor



		10. Payment to Sub/Vendor This Month:

		Enter the Payment Amount during the report period 



		11. What invoice period is payment for?

		Enter the DBE invoice period for payment made during the reporting period 



		12. Previous Payments to Sub/Vendor

		Enter the previous payments made to the DBE (DO NOT include payments made during the reporting period)  



		13. Total Payments to Sub/Vendor to Date

		Enter the sum of the total $ amounts paid to date to the DBE (Payment to DBE Sub/Vendor This Month + Previous Payments to DBE Sub/Vendor)



		14. Overall Work Completed %

		Enter the overall percentage of work completed (this includes the total amount of work invoiced as well as paid to date).



		D. Subcontractors/Vendors Information (Non-DBE Contractors) 



		1. Name of Non-DBE Subcontractor/Vendor

		Enter the Name of the non-DBE subcontractor/Vendor) 



		2. Project Task: 

		Enter a short description of type of services provided by the non-DBE



		3. Supplier Y/N?

		Identify if the Non-DBE is a supplier 



		4. Original Subcontract/PO Amount:

		Enter the Original Subcontract or Purchase Order Value/Award Amount



		5. Change to Subcontract/PO Amount (+/-):

		Enter the $ amount of any Approved Change Order, if applicable



		6. Current Subcontract/PO Amount:

		Enter the Current Subcontract/PO Amount (Original Subcontract Award +/- Change Orders) 



		7. Amount Billed this Month:  

		Enter the amount billed by the non-DBE during the report period 



		8. Sub/Vendor Invoice Date: 

		Enter the non-DBE Sub/Vendor invoice date 



		9. Date Payment Sent to Sub/Vendor: 

		Enter the date Prime sent the payment to non-DBE Sub/Vendor



		10. Payment to Sub/Vendor This Month:

		Enter the Payment Amount during the report period 



		11. What invoice period is payment for?

		Enter the non-DBE invoice period for payment made during report period 



		12. Previous Payments to Sub/Vendor

		Enter the previous payments made to the non-DBE (DO NOT include payments made during the report period)  



		13. Total Payments to Sub/Vendor to Date

		Enter the sum of the total $ amounts paid to date to the Non-DBE (Payment to non-DBE Sub/Vendor This Month + Previous Payments to Non-DBE Sub/Vendor)



		14. Overall Work Completed %

		Enter the overall percentage of work completed (this includes the total amount of work invoiced as well as paid to date).



		E. Comments:

		Express any comments or concerns pertaining to your subcontract(s) or purchase order(s).  Your comments are confidential.



		F. Prime Project Manager:

		Enter name of the Prime Contractor Project Manager.



		G. Office & Cell Number:

		Enter the office and cell number of the Prime Contractor Project Manager 



		H. Signature:

		Enter signature of the Prime Contractor Project Manager.







Additional instructions: 

· [bookmark: _Hlk118652076]Rows can be added to include additional subcontractors at the prime contractor discretion. 

· Please do not change the formulas. If formula changes are needed, please contact the MBTA Compliance Officer to validate the change(s) prior to submission. Any other changes to the form are not allowed without MBTA Compliance Officer’s prior approval. 

· Please report all subcontractors/vendors working on the contract regardless of their tier.  

· The prime is required to collect the subcontractors/vendor information from their lower tier subcontractors that have lower tier subcontractors/vendors and incorporate the information on the Form F monthly. Any lower tier subcontractor/vendor with subcontractors/vendors is required to submit the Form F data to their prime contractor/vendor. 

· The Form F must be submitted at least monthly on or before the 15th of each month for the previous month.

· If for any reason an invoice is not submitted any month, the Form F is still required to be submitted.  

· Affected subcontractors/vendors uncomfortable contacting the prime contractor regarding payment or unable to resolve payment discrepancies should contact ODCR/MBTA’s DBELO.  

· If you have any questions or require assistance with the completion of the Form F, please contact the compliance officer assigned to this contract or ODCR. 



Disputed Payments for Work Satisfactory Completed: 

· Require the applicable prime and subcontractor/vendor with the MBTA Project Manager to participate in an expedited dispute payment resolution process when there is a dispute as to whether work has been satisfactorily completed. This also applies to release of retainage.   

· MBTA reserves the right to make payment directly to the subcontractors/vendors for work satisfactorily completed in accordance to existing contract provisions. 

· MBTA reserves the right to assess penalties against the applicable prime contractor for each day beyond the required time the applicable prime contractor fails to pay the subcontractor/vendor.  



Sanctions for non-compliance with the Form F submission requirements or failure to pay in a timely manner:  

· Any pending invoices will not be processed. 

· Reduce the non-compliant contractor’s prequalification limit and/or status.  

· Assessment of penalties against the applicable prime contractor for each day beyond the required time the applicable prime contractor fails to pay the subcontractor/vendor.

· Other penalties for failure to comply, up to and including termination of the contract.






INSTRUCTIONS FOR COMPLETING MBTA FORM F (Task Orders)

		Payments to Subcontractors/Vendors Report



		A. Contract Information



		1. Ceiling Amount:  

		Enter the Contract Ceiling Amount 



		2. Executed Task Orders: 

		Enter the Total Amount of Executed Task Orders  



		3. Total Payments Received to Date: 

		Enter the sum of the total $ amount paid to date. Do not include payments received during the reporting period. 



		4. Payments Received this Month 

		Enter the amount of $ received from MBTA during the reporting period. 



		5. Latest Payment(s) Date: 

		Enter the Date of the Last Payment Received from MBTA



		B. Information On Prime Contractor



		1. Prime:

		Enter the name of the Prime Contractor



		2. Name of Project:

		Enter the name of the MBTA Contract 



		3. MBTA Contract Number:

		Enter the MBTA Contract No.



		4. Report for the Month of:

		Enter only the calendar month for which the report is submitted. 



		5. Contract Start Date:

		Enter the specific date of the contract award (as indicated on the contract).



		6. Completion Date:

		Enter the projected date of the contract completion.



		C. [bookmark: _Hlk116634007]Subcontractors/Vendors Information (DBE Contractors) 



		1. Name of DBE Subcontractor/Vendor

		Enter the Name of the DBE subcontractor/Vendor 



		2. Project Task: 

		Enter a short description of the type of services provided by the DBE



		3. Supplier Y/N?

		Identify if the DBE is a supplier 



		4. Original Subcontract/PO Amount:

		Enter the Original Subcontract or Purchase Order Value/Award Amount



		5. Change to Subcontract/PO Amount (+/-):

		Enter the $ amount of any Approved Change Order, if applicable



		6. Current Subcontract/PO Amount:

		Enter the Current Subcontract/PO Amount (Original Subcontract Award +/- Change Orders)



		7. Amount Billed this Month:  

		Enter the amount billed by the DBE during the reporting period for each task



		8. Sub/Vendor Invoice Date: 

		Enter the DBE Sub/Vendor invoice date(s) 



		9. Date Payment Sent to Sub/Vendor: 

		Enter the date(s) Prime sent the payments(s) to DBE Sub/Vendor



		10. Payment to Sub/Vendor This Month:

		Enter the Payment Amount during the reporting period for each task.



		11. What invoice period is the payment for?

		Enter the DBE invoice period(s) for payment made during the reporting period 



		12. Previous Payments to Sub/Vendor

		Enter the previous payments made to the DBE (DO NOT include payments made during the reporting period)  



		13. Total Payments to Sub/Vendor to Date

		Enter the sum of the total $ amounts paid to date to the DBE (Payment to DBE Sub/Vendor This Month + Previous Payments to DBE Sub/Vendor)



		14. Overall Contract/PO % Complete

		Enter the overall percentage of work completed (this includes the total amount of work invoiced as well as paid to date.



		D. Subcontractors/Vendors Information (Non-DBE Contractors) 



		1. Name of Non-DBE Subcontractor/Vendor

		Enter the Name of the non-DBE subcontractor/Vendor) 



		2. Project Task: 

		Enter a short description of the type of services provided by the non-DBE



		3. Supplier Y/N?

		Identify if the Non-DBE is a supplier 



		4. Original Subcontract/PO Amount:

		Enter the Original Subcontract or Purchase Order Value/Award Amount



		5. Change to Subcontract/PO Amount (+/-):

		Enter the $ amount of any Approved Change Order, if applicable



		6. Current Subcontract/PO Amount:

		Enter the Current Subcontract/PO Amount (Original Subcontract Award +/- Change Orders)



		7. Amount Billed this Month:  

		Enter the amount billed by the non-DBE during the reporting period for each task



		8. Sub/Vendor Invoice Date: 

		Enter the non-DBE Sub/Vendor invoice date(s) 



		9. Date Payment Sent to Sub/Vendor: 

		Enter the date(s) Prime sent the payment to non-DBE Sub/Vendor



		10. Payment to Sub/Vendor This Month:

		Enter the Amount Paid during the reporting period for each task



		11. What invoice period is the payment for?

		Enter the non-DBE invoice period(s) for payment made during the reporting period 



		12. Previous Payments to Sub/Vendor

		Enter the previous payments made to the non-DBE (DO NOT include payments made during the reporting period)  



		13. Total Payments to Sub/Vendor to Date

		Enter the sum of the total $ amounts paid to date to the non-DBE (Payment to non-DBE Sub/Vendor This Month + Previous Payments to non-DBE Sub/Vendor)



		14. Overall Work Completed %

		Enter the overall percentage of work completed (this includes the total amount of work invoiced as well as paid to date.



		E. Comments:

		Express any comments or concerns pertaining to your subcontract(s) or purchase order(s).  Your comments are confidential.



		F. Prime Project Manager:

		Enter the name of the Prime Contractor Project Manager.



		G. Office & Cell Number:

		Enter the office and cell number of the Prime Contractor Project Manager 



		H. Signature:

		Enter the signature of the Prime Contractor Project Manager.







Additional instructions: 

· Rows can be added to include additional subcontractors at the prime contractor discretion. 

· Please do not change the formulas. If formula changes are needed, please contact the MBTA Compliance Officer to validate the change(s) prior to submission. Any other changes to the form are not allowed without MBTA Compliance Officer’s prior approval. 

· Please report all subcontractors/vendors working on the contract regardless of their tier.  

· The prime is required to collect the subcontractors/vendor information from their lower tier subcontractors that have lower tier subcontractors/vendors and incorporate the information on the Form F monthly. Any lower tier subcontractor/vendor with subcontractors/vendors is required to submit the Form F data to their prime contractor/vendor. 

· The Form F must be submitted at least monthly on or before the 15th of each month for the previous month.

· If for any reason an invoice is not submitted any month, the Form F is still required to be submitted.  

· Affected subcontractors/vendors uncomfortable contacting the prime contractor regarding payment or unable to resolve payment discrepancies should contact ODCR/MBTA’s DBELO.  

· If you have any questions or require assistance with the completion of the Form F, please contact the compliance officer assigned to this contract or ODCR. 



Disputed Payments for Work Satisfactory Completed: 

· Require the applicable prime and subcontractor/vendor with the MBTA Project Manager to participate in an expedited dispute payment resolution process when there is a dispute as to whether work has been satisfactorily completed. This also applies to release of retainage.   

· MBTA reserves the right to make payment directly to the subcontractors/vendors for work satisfactorily completed in accordance to existing contract provisions. 

· MBTA reserves the right to assess penalties against the applicable prime contractor for each day beyond the required time the applicable prime contractor fails to pay the subcontractor/vendor.  



Sanctions for non-compliance with the Form F submission requirements or failure to pay in a timely manner:  

· Any pending invoices will not be processed. 

· Reduce the non-compliant contractor’s prequalification limit and/or status.  

· Assessment of penalties against the applicable prime contractor for each day beyond the required time the applicable prime contractor fails to pay the subcontractor/vendor.

· Other penalties for failure to comply, up to and including termination of the contract.
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Key Takeaways

• As a recipient of federal funds, the MBTA is required to monitor and 
enforce prompt payment

• The MBTA has the Forms F (Prime payments) and F2 (Subcontractor 
receipt of payment) and instructions to monitor prompt payment

• Enforcement is focused on the Primes paying subcontractors promptly 
(not MBTA payments to Primes)
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Questions and Comments
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