
 9-1 Prime, subcontractors and Suppliers with Lower Tier 
Subcontractors or Suppliers Reporting Payments 

Responsible Party(ies) 
Prime contractor, subcontractor, project oversight, Region Civil Rights Specialist 

Revision Date 
11/2021 

Document Owner 
L. Catherine Wood, leeda.wood@state.co.us, 720-990-7266

Procedure Objective 
By the end of this job aid, prime contractors, subcontractors, and suppliers with 
lower-tier subcontractors or suppliers will understand how to report payments made 
directly to approved subcontractors (CDOT Form 205) and (applicable) suppliers 
(CDOT Form 1425) during the audit period by the 15th of the month. 

System Procedures 
1) Go to cdot.dbesystem.com. Enter your Username and Password and click Login.

a) Note: All payments made during a month shall be reported in the

following month. For example, the audit period for October shall be

opened for reporting on the first of November and shall be reported by

the 15th of November.  Audit reporting should reflect all payments

made during the month of October regardless of when the work was

actually performed.

b) Note: All organizations contracted to work with CDOT must

complete a monthly Prompt Payment Audit in the B2GNow system.
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2) For any user reporting a payment, from your Dashboard, click any of the red 
underlined numbers beside Incomplete Audits in the Contract Audits section to 
get more information. Then select View Audit to the right of the desired month 
to report payments. 

3) Click Report subcontractor payment in the Audit Actions column, then click 
Submit Response to the right of each individual subcontractor/supplier. 

a) Primes 



b) Sub-primes 

4) Enter the required information for subcontractors working as a tier for your 
firm directly; include the total amount paid, the date payment was made, 
applicable check numbers, and indicate whether payment was prompt. If no 
payment was made or received during the month, enter Not Applicable. 

a) Note: There is an optional comments section available, here you can 
include information for quick reference such as applicable check 
numbers, EFT references, and other references to proof of payment in 
the comments section. Comments are only visible to CDOT staff and 
designees as well as Prime Contractors. 



5) Attach any necessary documents such as copies of paystubs, payroll 
documentation, etc. by clicking Attach Files. Click Review to review submitted 
information and click Save when all information is accurate. 

a) Note: If any payments are being withheld, provide a copy of the required 
notice of payment withholding (outlining how the sub is deficient in 
terms of compliance) that was provided to the subcontractor. 

6) Contractors will receive a confirmation email once all payment information has 
been submitted for all lower tier subcontractors and suppliers. 

a) Note: If any payment information is missing at any tier, you will 
automatically be returned to the audit. Confirm that no missing 
payments are associated with your hired subcontractors, if not, then 
payment submission is complete unless notice of payment discrepancy is 
received. 

7) You have successfully reported payments made to subcontractors or suppliers in 
B2GNow. 


