
New Directors Training – Finance
Integrated Mobility Division

June 16, 2022



AGENDA

• Contract Agreement
• DocuSign
• PTD Claim Form
• Claim Documentation
• DBE Vendor Payment Form
• Change Requests
• Period of Performance



•CONTRACT 
AGREEMENT
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CONTRACT AGREEMENT

• Issued via DocuSign
• Upon Receipt read 

Agreement
• Must be signed by 

Authority  Official
• Return to IMD via DocuSign 

for signature
• Uploaded in EBS
• Issued Agreement Number
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This Photo by Unknown Author is licensed under CC BY-SA

http://www.creative-commons-images.com/clipboard/contract-agreement.html
https://creativecommons.org/licenses/by-sa/3.0/
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•DOCUSIGN
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DOCUSIGN
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•PTD CLAIM FORM
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•CLAIM 
DOCUMENTATION
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Claim 
Documentation
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Claim Cover Sheet
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Claim 
Cover 
Letter
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REIMBURSEMENTS

• Submit claims monthly or quarterly
• Claim Cover Sheet 
• Reimbursement Cover Letter on agency 

letterhead
• Signed DBE Vendor Payment Form
• Reporting form (Capital, Admin, Operating 

or Planning)
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REIMBURSEMENTS

Supporting Documentation for all expenditures

• Invoice numbers cannot consist of any special 
characters, decimals or dashes

• Salaries & Fringes - Detailed payroll registers  
must reflect gross pay of employees on grant 
and employer’s share of fringe benefits

• Vendor invoices and/or receipts for reporting 
period (taxes are not eligible for 
reimbursement

• Some form of proof of payment
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REIMBURSEMENTS

Supporting Documentation for Vehicles
• Inspections forms to Faye McCullen
• Final vendor invoice
• MVR-1 Title application showing NCDOT IMD 

as the 1st lien holder
• Original Vehicle order form
• Copy of Check to vendor or Advance 

Payment form
• Lettering & logo invoice (if applicable)
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Claim Documentation
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Claim Documentation
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Period of 
Performance
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Finance Team Contact Info

• Cassandra Wilson 919-707-4671   cdwilson@ncdot.gov
• Jocelyn Valdez 919-707-4683   jpetatanvaldez@ncdot.gov
• Konnadi Dhatnubia   919-707- 2600  ext-kdhatnubia@ncdot.gov
• Monique Frasier 919-707- 4681  msfrasier@ncdot.gov
• Myra Freeman 919-707-4672   msfreeman1@ncdot.gov
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