
Subrecipient Training
Integrated Mobility Division (IMD) | January 12, 2023



Agenda

• Types of Agreements and Claim Approval Process
• Claims & EBS Overview
• G-Code Expenses
• Claim Checklist Documents
• Supporting Documents
• Change Requests & Salary and Wage Revisions



Agreement Types Overview Examples

OPERATING Covers expenses supporting agency operations and 
maintenance expenses.

ADMINISTRATION Covers administration expenses including administrative staff 
and office supplies. 

PLANNING Covers expenses related to agency/transit planning. 

CAPITAL Covers capital expense and purchases with a useful life greater 
than a year. 



Agreement Types Overview | STATE

Transit Demand Management (TDM) (Rideshare – RS)

Traveler’s Aid (TA)

Rural Operating (RS)

Demonstration (DG)

Concept (CN/CO)

Urban State Match (LU/SU)



Agreement Types Overview | FEDERAL
5303 Metropolitan Planning 

(08)

5307 CARES (CS)

5307 Large Urban (LU)

5307 Small Urban (SU)

5310 Elderly & Disabled and 
Persons of Disabilities (ED)

5311 Appalachian 
Development – ADTAP (AD)

5311(f) Intercity Bus (IC)

5311 CARES (CA)

5311 Community (Rural) Transportation 
(CT)

5339 Bus & Bus Facilities Formula (39)

5339(b) Bus & Bus Facilities (39)

ARPA American Rescue Plan (AP)

CRRSAA Coronavirus Response and 
Relief Supplemental Appropriations Act N/A



Claim Approval Process

Subrecipient 
submits 

claim

IMD Grants 
team reviews 

claim

IMD Finance 
team continues 
review submits 

approval for 
payment Accounting 

final review 
pays claim 



Claims & EBS 
Overview



EBS Overview

Enterprise Business Services: 
www.ebs.nc.gov

Step 1: Sign in with username and 
password. 

Step 2: Select “IMD Claims”.

http://www.ebs.nc.gov/


EBS Overview

Step 3: Select “Create” to start on the 
claim.

Step 4: Find and select the desired 
agreement to begin the claim. 
Example // 5311 CARES



EBS Overview
(Status of Claims)

The “Status” of claim shows the current 
status of claims and applications and if 
any action needs to be taken. Status can 
include:
“Submitted”
“Returned”
“Returned” 
“In Process”
“Contract Management Approved”
“MDS Analyst Approved” 



EBS Overview

Step 5: Basic information on the screen will 
match what was provided in the application. 
Complete the following fields – All 
information entered must match claim 
checklist documents. 
• “Invoice Number” – Invoice number for 

this claim. 
• “Date Prepared” – Date claim material 

was prepared. 
• “Invoice Period” – Period of time in 

which expenses were incurred. Services
must have occurred during this period.

• “Final Invoice” – Identify if this is the final 
invoice for the agreement. 



EBS Overview
(CARES/OPERATING)

Step 5 (cont.): 
Complete the following fields:
• “DBE/MBE/WBE subcontractor 

vendor payment” – Subcontractor 
information must be entered into 
EBS under “Record Subcontractor 
Payments”.

• “Expenses This Period” – Specify 
the amount of expenses this 
period. 



EBS Overview
(ADMINISTRATION/TRADITIONAL)

Example // 5311 ADMIN
Step 5 (cont.): 
• “Expenses This Period” – Specify 

the amount of expenses this period 
for each G-Code line. 

• Click “Next” in the lower-right 
corner when complete



EBS Overview
Step 6: Enter any revenues 
and other sources for local 
share amounts this period.



EBS Overview

Step 7: Complete items under “Project 
Status Report”.

Ensure that the Type of Project and 
Progress Report match the claim being 
completed. 



EBS Overview

Step 8: Upload claim checklist 
documents and any supporting 
documents. 

Step 9: 
“Check”: Validate your answers and 
check for errors.  

(Errors may include missing 
documents, empty fields, etc.)

“Save”: Any progress completed on the 
claim.
“Submit”: Submit claim for review. 



G-Code Expenses



G-Codes & UPTAS
• G-codes (expenditure object codes) are sub-account codes classifying expenditures by the activity 

in which they are made.
• The classification makes the budget more intelligible by showing the purpose of each expenditure.

• G-codes are three-digit numbers organized by object, e.g.,
• G200 Personal services
• G300 Current Obligations

• The codes are further subdivided for more precise classification, e.g.,
• G233 First Aid Supplies
• G321 Telephone Service

• The Uniform Public Transportation Accounting System (UPTAS) guide provides detailed information on 
G-code classifications and will be updated soon.

• All documents uploaded to EBS as backup documentation MUST be labeled with appropriate G-
code for review by IMD.



G-Code Examples
• G121 Salaries and Wages-Full Time

• Salaries for full time staff including operations and administration. Note: administrative staff charged to an Admin 
Agreement may ONLY be charged at the approved agreement percentage.

• G212 Uniforms
• Items of clothing that are required to be worn in the performance of duties and are directly related to the transit project.

• Note: Uniform cleaning is not a valid expenses under G212. It is eligible under G392.

• G252 Tires and Tubes
• Tires for transit revenue and support vehicles.

• G311 Travel
• Mileage and related expenses for travel directly related to the transit project.

• G321 Telephone services
• The cost office phones, supervisor phones and driver phones (must be issued by the county or reimbursed by the county).

• G330 Utilities (G331-G339)
• Utilities such as electricity, natural gas, water, sewer, trash collection, etc. Note: sales tax may be claimed as reimbursable 

for Utilities ONLY.

• G452 Insurance-Vehicles
• The cost of insuring IMD-funded transit support and revenue vehicles.



Claim Checklist 
Documents



Claim Checklist Documents 

• These documents are required with each claim submittal: 
• Claim Cover Letter
• Claim Cover Sheet*
• DBE/WBE/MBE Form*
• Consolidated Claim Form*
• Progress Reporting Form

*Document templates can be found here: 
Connect NCDOT – Public Transportation Documents
[https://connect.ncdot.gov/business/transit/documents/forms/allitems.aspx]

https://connect.ncdot.gov/business/transit/documents/forms/allitems.aspx


CLAIM COVER LETTER

On agency letterhead

Addressee is NCDOT, IMD

Include the project 
number and WBS 
number in the body

Agency signature 



Agency name, address, & phone 
number must match the address 
in EBS.

NCDOT’s Address

Contact information for the 
person who will answer 
questions regarding this 
claim.

Invoice and Agreement 
Number for the claim

Date of claim creation

Agency signature

Agency remittance address, must 
match the address in NCDOT 
accounting system (your W-9).

Claim period covered
Amount of claim (Federal, State)

CLAIM COVER SHEET



Claim period must 
match the 
information in EBS.

Agency Name
Agency Address

Project Number, WBS
Number, and Invoice 
Number must match
EBS.

Agency Name

Agency signature 
and title

DBE REPORTING FORM

x
x

*x – Field is not required

Any payment made to 
a certified 
DBE/MBE/WBE must 
be entered on the 
form and in EBS. 



ADMIN PROGRESS REPORTING FORM

Project name, 
project number, 
WBS number, and 
period covered 
(invoice period) 
must match EBS.

Qualitatively and 
quantitatively list any 
accomplishments that 
occurred during the 
invoice period. 



OPERATING PROGRESS REPORTING FORM

Project name, project 
number, WBS 
number, and period 
covered (invoice 
period) must match 
EBS.

Qualitatively and 
quantitatively list any 
operating activity that 
occurred during the 
invoice period. 



CONSOLIDATED CLAIM FORM

G-codes organized by 
expense type. G-code 
guidance can be found 
in the UPTAS manual.

The orange cells should 
equal all expenses 
claimed for the period 
across all program types.

Expenditures by program type are 
entered in the yellow cells and rounded 
to the nearest whole dollar. 

This column will sum all 
amounts across program 
types by G-code.

Transit system name 
and invoice period 
must match EBS.



If claims by program type are 
greater than total expenses for the 
period (orange column), a negative 
number will appear. Double check 
all data to avoid negative amounts.

Fares collected are entered here. 
All fares collected must be 
deducted from the period in 
which they were collected. 

The program payout request must 
match the claim as shown in EBS.

CONSOLIDATED CLAIM FORM (CONT.)



Claim Videos 1, 2, & 3
https://youtu.be/djf8k6Wn8H0

https://youtu.be/djf8k6Wn8H0


Supporting Documents

“Don’t make your reviewer hunt for the information.”

All expenditures claimed for reimbursement should be 
accompanied by backup documentation.
Examples of appropriate documentation include:
• Vendor invoices
• Store receipts
• Utility bills

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

Fare reports must be attached when applicable.

All supporting documentation and proof of expenditure 
should be clearly labeled with the amount being claimed 
and the G-code. 



Supporting Documents Requirements

• Must be uploaded for every expenditure
• Must be clearly labeled with amount and G-code
• Must be legible
• Remove all sales tax (except for regulated utilities)
• Agency created spreadsheets are unallowable as stand-alone documentation, but can be used to 

enhance reviewer understanding
• Accounting system reports must show accounting system name, date of report date of reporting 

period, and account information



Supporting Documents Best Practices

• Highlight charges on the documents

• Write explanations when then information is unclear

• Give your files descriptive names when uploaded to EBS
• E.g., “G121_FT salaries_Transit agency name_Date”

• E.g., “G121-189_Salaries and fringes”

• E.g., “G311, G312, G321, G322, G325”

• Scan the proof of expenditure directly after the supporting document



This payroll backup has no G-codes and is an 
example of an unacceptable backup document.

This payroll backup has the G-codes noted and is 
an example of an acceptable backup document.



This is an example of a check copy that clearly matches the invoice that precedes it.
Note: neither document is labeled with a G-code and the invoice does not indicate the amount claimed.



Here are two examples of illegible documents that are unacceptable for reimbursement.



This is an example of a 
failure to remove the 
sales tax from the claim.

This is an example of failing to 
properly G-code the items on 
the receipt. This receipt was 
uploaded as G261 office 
supplies, but motor oil is 
present on the receipt.

Note: neither receipt is labeled with the appropriate G-codes.



This is an example of a utility bill stamped “PAID” with date.
Note: this example has G-codes that are clearly labeled.

This is an example of an accounting report 
used as proof of expenditure. 
Note: this example is missing G-codes.



Subcontractor 
Payment–
DBE/MBE/WBE Payments

Step 1: Sign in with username and 
password. 

Step 2: Select “DOT Grants”.

Step 3: Select “Record Sub Contractor 
Payments”.

Step 4: Enter in the Agreement Number/ID.

Step 5: Record sub contractor payments to 
match the DBE form.



How to enter a 
Subcontractor Payment in 
EBS (DBE) Video 

https://youtu.be/eu44wfXCz4o

https://youtu.be/eu44wfXCz4o


Change Requests & 
Salary and Wage 
Revisions



Change Requests & Revisions

• Applies to changes to the budget and changes to the fare 
amount.

• A budget revision moves amounts within the budget to different line 
items.  

• Note: Budget revisions should have a net zero impact to the budget amount.

• A budget amendment is an increase or decrease to the total budget.  

• Admin and Operating claims have a limit of 2 changes requests 
per fiscal year.



Change Request 
Overview
Enterprise Business Services: 
www.ebs.nc.gov

Step 1: Sign in with username and 
password. 

Step 2: Select “IMD Change Request”.

http://www.ebs.nc.gov/


Change Request 
Overview

Step 3: Select “Create” to start on a 
change request. 

Step 4: Find and select the desired 
agreement to begin the change request. 
Example // 5311 CARES



Change Request 
Overview
(OPERATING)

Step 5: Describe “Reason for Change” 
and provide justification for the change 
request.
Step 6: Use the “Change Amount” field 
beside the applicable expenses and 
fares
Step 7: Select “Check” to validate any 
changes and correct errors as 
necessary. 



Change Request 
Overview
(ADMINISTRATION/TRADITIONAL)

Step 5: Describe “Reason for 
Change” and provide justification 
for the change request.

Step 6: Use the “Change 
Amount” field beside the 
applicable expenses and G-
Codes

Step 7: Select “Check” to validate 
any changes and correct errors
as necessary. 



Change Request 
Overview
(ADMINISTRATION/TRADITIONAL)

Step 8: Ensure the amount in 
“Change Amount” totals $0 (zero). A 
+/- amount denotes a change in the 
overall budget. 



Change Request 
Overview
Step 9: Read and check the box to 
acknowledge the terms and conditions of 
the grant funding. 
Step 10: Upload necessary attachments.

• Cover letter
• Salary and wage revision form 

if applicable 
Step 11: Use “Check” again: Validate 
your answers and check for errors. 
“Save”: Any progress completed on the 
claim.
“Submit”: Submit claim for review. 



Salary and Wage 
Revision Form

The salary and wage revision form is only 
necessary if funds are being moved to or 
from G121, G125, and G126. 
Changes on the salary and wage revision 
form must be the same as the change 
request form and include all positions 
originally approved in the grant 
application. 

Step 1: Complete the “Salary and Wage 
Detail” portion of the form. 



Salary and Wage 
Revision Form

Step 2: Complete the “Salary and Wage 
Revision” portion of the form. 

Step 3: Save as/export the form as a 
PDF and upload as an attachment into 
EBS for the change request form. 



Change Request Video

https://youtu.be/sgVJQXeloPs

https://youtu.be/sgVJQXeloPs


Thank you!
Additional questions or comments, please reach out to:

Myra Freeman (Finance Manager)
msfreeman1@ncdot.gov | (919) 707 4672


	Subrecipient Training
	Agenda 
	Agreement Types Overview Examples
	Agreement Types Overview | STATE
	Agreement Types Overview | FEDERAL
	Claim Approval Process
	Claims & EBS Overview
	EBS Overview
	EBS Overview
	EBS Overview�(Status of Claims)
	EBS Overview
	EBS Overview�(CARES/OPERATING)
	EBS Overview�(ADMINISTRATION/TRADITIONAL)
	EBS Overview
	EBS Overview
	EBS Overview
	G-Code Expenses
	G-Codes & UPTAS
	G-Code Examples
	Claim Checklist Documents
	Claim Checklist Documents 
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Supporting Documents��������“Don’t make your reviewer hunt for the information.”�
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Subcontractor Payment– DBE/MBE/WBE Payments
	Slide Number 39
	Change Requests & Salary and Wage Revisions
	Change Requests & Revisions
	Change Request Overview
	Change Request Overview
	Change Request Overview�(OPERATING)
	Change Request Overview�(ADMINISTRATION/TRADITIONAL)
	Change Request Overview�(ADMINISTRATION/TRADITIONAL)
	Change Request Overview
	Salary and Wage Revision Form
	Salary and Wage Revision Form
	Slide Number 50
	Thank you!

