
Claims Submission Standard Template Guide 

 

Claim Checklist Documents 
It is imperative to utilize standard templates for each of these documents where available 

• Claim Cover Letter  
o Address verification – Cover letter to include NCDOT address in a standard format for 

successful verification. 
o Project #, WBS element and claim amount needs to be listed in a standard format 
o Standard address is expected like below: 

 

 
• Claim Cover Sheet  

o Standard template for this document available 
o Produce high quality scanned documents during submission 
o Address verification – Cover sheet to include NCDOT address in a standard format for 

successful verification 

• DBE/WBE/MBE Form 
o Standard template for this document available 
o Produce high quality scanned documents during submission 
o Title verification – Recommended to use digital text instead of handwriting 

 
• Consolidated Claim Form 

o Standard template for this document available 

• Progress Reporting Form 
o Standard template for this document available 
o Date format: MM/DD/YYYY – MM/DD/YYYY 

▪  
 

 
Supporting Documents Requirements 

All invoices and bills must be accompanied by proof of payment.  

• Examples of proof of payment include:  

• Detailed payroll registers  

• Accounting system reports  

• Check copies  



• Receipts  

• Invoices stamped “PAID” with date for reports must be attached when applicable 

• It is recommended to use standard file names for all submitted documents. 

o File naming convention: 

▪ Claim Cover Letter: Claim Cover Letter - <TransitAgencyName> <GrantName> 
<ClaimDate> 

▪ Claim Cover Sheet: Claim Cover Sheet - <TransitAgencyName> <GrantName> 
<ClaimDate > 

▪ DBE/WBE/MBE Form: DBE Form - <TransitAgencyName> <GrantName> 
<ClaimDate > 

▪ Consolidated Claim Form: Consolidated Claim Form - <TransitAgencyName> 
<GrantName> <ClaimDate > 

▪ Progress Reporting Form : Progress Reporting Form - <TransitAgencyName> 
<GrantName> <ClaimDate > 

▪ Invoice/G-Code: <Gcode> - <TransitAgencyName> <GrantName> <ClaimDate > 
or <Gcode>_<Gcode>_<Gcode> - <TransitAgencyName> <GrantName> 
<ClaimDate > 

• E.g. – G121 – City of Durham 5303 5312024 

• E.g. - G331_G332_G333 - City of Durham 5303 5312024 
 

• File format - PDF 

• All documents should be aligned (upright) 

• All required claim documents are expected to be submitted as individual attachment. 

• It is also recommended to use individual attachment for each Gcode being expensed. 

• Attach proof of expenditure directly after the supporting document/invoice 

 

Invoice and Receipts 

For successful and accurate IDP results, the following guidelines are requested to be followed when 

submitting supporting documentation: 

• Gcode: 
a. G-Codes should be digitally typed on the supporting documentation and not hand 

written 
b. G-codes can be typed in any available blank space and avoid typing over existing 

text 
c. Text Format: G123=$1234.56 (no spaces) 
d. For receipts: Receipt G123=$156.89 
e. Example of best practice: 



 

 

 

 
f. Formats to avoid: 

 

 

 



• Verification of payment: 

a. Paid stamp to be stamped in a standard location in an empty space 
i. At any blank space 

ii. Ideally straight and not overlapping other text 
iii. Date format needs to be standard - mm/dd/yy - date format can be defined to any 

format the business required 
iv. Use enough ink to stamp for better clarity (Example of unclear paid stamp) 

 

 

 
b. Example of best practice: 

 


